COMMONWEALTH of VIRGINIA

DEPARTMENT OF SOCIAL SERVICES

OCT 2 1 2003

TEMPORARY ASSISTANCE FOR NEEDY FAMILIES (TANF) PROGRAM

TANF Transmittal 23

This transmittal contains changes and clarifications to the Temporary

Assistance for Needy Families (TANF) Program policy. The revisions are listed
below followed by a discussion of the changes by topic.
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Tables of Contents - Tables of contents have been updated to mirror the
revisions made in this transmittal, correct prior omissions, and identify
obsolete sections. Changes have been made on pages 1, 3, 5, and 8 of the main
Table of Contents; Chapter 100, Table of Contents, page 1; Chapter 200, Table
of Contents, page 2; Chapter 300, Table of Contents, pages 1 and 2; Chapter
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400, Table of Contents, page 1; the Procedures, Introduction; and the
Procedures, Table of Contents, page 1. A heading has been added to Section
401.4.E, page 9, IPV Notice Requirements, so that this section can be
identified in the tables of contents.

Intentional Program Violations (IPV) - Policy has been amended regarding
individuals who intentionally provide misleading information to become
eligible for assistance. The definition of an intentional program violation in
Section 102.1, page 1, has been modified to clarify that TANF IPV policy
applies to diversionary as well as cash assistance. A statement has been added
to Section 102.3, page 3, to clarify that when an IPV has occurred while the
application is pending and the individual has waived the right to an
administrative disqualification hearing, the individual’s needs are excluded
when determining eligibility and the payment amount. A reference to Section
102.3 has been added in Section 801.6, page 2, to clarify that it applies to
diversionary assistance as well as TANF cases.

Sixty-Month Clock - In Section 201.1, page 3b, Example 1 has been clarified
by adding that months accrued on a client’s 60-month clock in another state are
counted on the client’s federal 60-month clock in Virginia. Five examples
have been added to Section 201.1, pages 3b - 3c, to further clarify when
months count toward the 60-month clock.

Living in the Home - Section 201.5.B contains minor revisions concerning
temporary absence policy. A caretaker, whether the parent or another specified
relative, must report to the local department of social services when a child is
expected to be out of the home for 45 days or longer. The child’s eligibility
may continue while absent from the home when good cause exists. Good
cause includes hospitalization, education, training, and a vacation or visit. The
requirement to obtain approval of good cause has been removed from policy.
Also in this section, the time frame for reporting that a child has left the home
has been brought in line with the time frame for reporting required changes
contained in Section 401.2.B.2.

Resources - Resources have been eliminated in determining initial and ongoing
TANEF eligibility. This program simplification measure is a significant step in
the Department’s efforts to ease administration of benefit programs. The
change will reduce the burden on clients as well as eligibility workers in
establishing TANF eligibility. Section 303, including Appendix 1 to Section
303, and Procedures Section V have been deleted from the TANF Manual. In
addition, references to resource requirements have been removed from
Sections 102.3 - 102.4, page 3; 201.12, page 8; 203.1, page 1; 203.2 - 203.4,
page 3; 302.6, pages 2 and 3 - 4b; 302.8, page 6a; 305.2, page 13; 305.4, pages



24b - 26; 305.4, page 29; 305.4, page 32; 305.4, page 32b; 305.4, pages 44 -
45; 401.1, page 1; 401.2, pages 2 - 2a; 401.2, pages 2c - 2¢; 401.3, page 6b;
401.4 - 401.5, pages 10 — 13; 401.5, pages 11 - 12; 402.1, page 1; 503.3, page
la; 503.7, page 2 - 2¢; 503.8, page 3; 503.9, page 5; 801.4, page 1; 901.8,
page 8; and Procedures Section IV, page 4.

All periods of ineligibility imposed due to an improper property transfer or a
nine-month real property disposition period will expire November 30, 2003.

Medical Exams - Section 304.3, Medical Exams for TANF Recipients, which
was inadvertently deleted in TANF Transmittal 22, has been added back.

TANF Match Payments (TMP) - Sections 105.2 and 304.4 clarify that match
payments may be issued during suspensions, VIEW sanctions, and during the
appeal process when TANF benefits are continued. Issuance of match
payments in these situations is dependent upon the Division of Child Support
Enforcement collecting current child support in excess of $50 two months prior
to the TMP payment month. If a case closes, TMPs may continue for two
months after closure. TANF match payments will be issued beginning
November 1, 2003.

Hold harmless policy, which is no longer applicable, has been deleted from
Sections 304.1, page 1a, 502.1, page 1, and Procedures, Section VI, pages 1-2.

Educational Income - Section 305.4, pages 22 - 24b, brings TANF educational
income policy in line with Food Stamp educational income policy by
exempting all money received for educational purposes. This change is also
reflected in revisions to Procedures Section VII, page 4.

Lump Sum Income - In Transmittal 22, a reference to disbursements of excess
support collected was removed since the Division of Child Support
Enforcement no longer makes these payments. Another reference to
disbursement of excess support has been deleted from lump sum policy in
Section 305.4.C, page 25.

Stepparent Deeming - Stepparent income is not deemed when the parent of the
TANF child is not living in the home. Section 305.4.F, pages 37 and 39, have
been revised to reflect this policy.

Reporting Requirements — In Section 102.2.A, the examples of changes
required to be reported have been deleted.




Section 305.1, page 11, clarifies the reporting time frame for changes required
to be reported. Although the standard reporting time frame is 10 calendar days
from the date the change occurs or becomes known, the change is reported
timely as long as it is reported by the tenth day of the month following the
month of the change.

Policy in Sections 401.2, pages 2a - 2b, 401.3, page 6b, 401.5, page 10, and
503.7, page 2c, has been revised to add a third type of change that must be
reported. Effective December 1, 2003, TANF recipients must report when an
eligible child leaves the home. The change must be reported within 10 days
but no later than the tenth of the month following the month the child left the
home. Other assistance unit changes are not required to be reported until the
next renewal or Interim Report filing. While it is desirable to align TANF
program requirements with Food Stamp requirements, TANF law and
regulations require the recipient to report when a child has left the home. In
Section 401.2, page 2b, the first paragraph has been reworded to clarify that
eligibility factors reported at renewal and on an Interim Report, as well as
changes reported between renewals and Interim Reports, must be substantiated.

A fifth type of cases exempted from Interim Report filing has been added at
Section 401.3.H.1.e, page 6a. Payee-only cases are exempt from interim
reporting requirements, provided the payee is a specified relative other than a
parent required to be in the assistance unit, such as a parent receiving
Supplemental Security Income (SSI). Payee-only cases approved or reviewed
on or after December 1, 2003, must be identified in ADAPT as exempt from
interim reporting. Payee cases identified in ADAPT as nonexempt must be
changed to exempt no later than the next scheduled Interim Report filing. A
wording revision has been made in Section 401.3.H.1.d. to more clearly
indicate when migrant or seasonal farmworkers are exempt from the interim
reporting requirement.

The Change Report (032-03-051) developed for use with the reporting
requirements implemented July 1, 2003, is now referenced in Section 401.5,
page 10a, which identifies information that must be given to applicants and
recipients.

Virginia Legal Aid Projects — A list of legal aid organizations in Virginia is
available in the Food Stamp Manual. Appendix 1 to Chapter 400 has been
updated to identify the policy section in the Food Stamp Manual where the list
is located. A link has been established between Chapter 400, Appendix 1, and
the list maintained in the Food Stamp Manual, Volume V, Part XIX, Appendix
I, in the online manuals.




Transferring the Case —Agencies will no longer be required to complete a full
redetermination on transferred in cases. Section 502.6, page 7, has been
changed to require a desk review only. This change aligns policy for the
receiving locality with Interim Reporting policy.

Overpayments - An example has been revised in Section 503.7.F, page 2c, to
comport with the requirement in Section 401.2.B.2 to report when an eligible
child leaves the home.

Twenty-Four Month Limit for TANF Eligibility - A change has been made in
Section 901.9 to clarify that the eligibility worker is responsible for entering in
ADAPT the date that the Agreement of Personal Responsibility is signed. This
date triggers the VIEW time clock.

Virginia Initiative For Employment Not Welfare (VIEW) Annual Plan - The
VIEW Annual Plan included in this transmittal replaces the Plan currently in
Chapter 1000, Appendix D, which is incomplete. The updated plan is also on
the intranet as a broadcast (#2203), dated June 23, 2003.

Index - References to resources and other obsolete policies have been deleted
from the Index.

Miscellaneous - References to six-month reviews have been removed in
Sections 401.2.C, page 2e; 502.7.D, page 9; and 901.14, page 11.

A word omission has been corrected in Procedures Section VII, page 5.
Veteran’s benefits for educational purposes paid to individuals 18 and older
may be verified by the award letter or the benefit payment check.

Code of Virginia citations have been updated in Sections 305.4, page 24b;
503.8, page 3; and 801.1, page 1.

Section 102.2, page 1a, is a runover page and has no changes.

The transmittal is effective December 1, 2003, unless otherwise specified. Insert the
attached pages as follows:

Table of Contents, pages 1, 3, 5, and 8, dated 12/03 (4 sheets), to replace Table of
Contents, pages 1, 3, 5, and 8, dated 10/02, 10/00, 7/03, and 3/00, respectively (4
sheets).

Chapter 100, Table of Contents, page 1, dated 12/03 (1 sheet), to replace Chapter 100,
Table of Contents, page 1, dated 7/03 (1 sheet).



Sections 102.1 - 102.2, pages 1 -1a, dated 12/03 (2 sheets), to replace Sections
102.1 - 102.2, pages 1 - 1a, dated 4/03 (2 sheets).

Sections 102.3 - 102.4, page 3, dated 12/03 (1 sheet), to replace Sections 102.3 -
102.4, page 3, dated 4/03 (1 sheet).

Section 105.2, page 3, dated 12/03 (1 sheet), to replace Section 105.2, page 3, dated
4/03 (1 sheet).

Chapter 200, Table of Contents, page 2, dated 12/03 (1 sheet), to replace Chapter 200,
Table of Contents, page 2, dated 7/03 (1 sheet).

Sections 201.1 - 201.2, pages 3b - 3¢, dated 12/03 (2 sheets), to replace Sections
201.1 - 201.2, page 3b — 3c, dated 7/03, (2 sheets).

Section 201.5, page 2, dated 12/03 (1 sheet), to replace Section 201.5, page 2, dated
4/03 (1 sheet).

Section 201.12, page 8, dated 12/03 (1 sheet), to replace Section 201.12, page 8, dated
7/00 (1 sheet).

Section 203.1, page 1, dated 12/03 (1 sheet), to replace Section 203.1, page 1, dated
7/99 (1 sheet).

Sections 203.2 - 203.4, page 3, dated 12/03 (1 sheet), to replace Sections 203.2 -
203.4, page 3, dated 12/80 (1 sheet).

Chapter 300, Table of Contents, pages 1 - 2, dated 12/03 (2 sheets), to replace Chapter
300, Table of Contents, pages 1 - 2, dated 7/03 (2 sheets).

Section 302.6, page 2, dated 12/03 (1 sheet), to replace Section 302.6, page 2, dated
1/03 (1 sheet).

Section 302.6, page 3, dated 12/03 (1 sheet), to replace Section 302.6, page 3, dated
10/02 (1 sheet).

Section 302.6, pages 4 - 4b, dated 12/03 (3 sheets), to replace Section 302.6, pages
4 - 4b, dated 10/99, 4/03, and 4/03, respectively (3 sheets).

Sections 302.7 - 302.8, page 6a, dated 12/03 (1 sheet), to replace Sections 302.8, page
6a, dated 10/94 (1 sheet).



Section 303, page 1, dated 12/03 (1 sheet), to replace the entire Section 303, including
Appendix 1 to Section 303.

Sections 304.2 - 304.4, pages la - 2, dated 12/03 (2 sheets), to replace Sections
304.2 - 304.4, page pages la - 2, dated 7/03 (2 sheets).

Section 305.1, page 11, dated 12/03 (1 sheet), to replace Section 305.1, page 11, dated
7/03 (1 sheet).

Section 305.2, page 13, dated 12/03 (1 sheet), to replace Section 305.2, page 13, dated
4/03 (1 sheet).

Section 305.4, pages 22 - 26, dated 12/03 (9 sheets), to replace Section 305.4, pages
22 - 26, dated 7/95, 6/01, 10/99, 5/99, 10/02, 7/03, 7/03, 4/94, and 6/01, respectively
(9 sheets).

Section 305.4, page 29, dated 12/03 (1 sheet), to replace Section 305.4, page 29, dated
7/93 (1 sheet).

Section 305.4, page 32, dated 12/03 (1 sheet), to replace Section 305.4, page 32, dated
6/01 (1 sheet).

Section 305.4, page 32b, dated 12/03 (1 sheet), to replace Section 305.4, page 32b,
dated 6/01 (1 sheet).

Section 305.4, page 37, dated 12/03 (1 sheet), to replace Section 305.4, page 37, dated
5/99 (1 sheet).

Section 305.4, page 39, dated 12/03 (1 sheet), to replace section 305.4, page 39, dated
7/03 (1 sheet).

Sections 305.4 - 305.5, pages 44 - 45, dated 12/03 (2 sheets), to replace Sections
305.4, pages 44 - 45, dated 7/03 and 4/03, respectively (2 sheets).

Chapter 400, Table of Contents, page 1, dated 12/03 (1 sheet), to replace Chapter 400,
Table of Contents, page 1, dated 7/03 (1 sheet).

Section 401.1, page 1, dated 12/03 (1 sheet), to replace Section 401.1, page 1, dated
5/99 (1 sheet).

Section 401.2, pages 2 - 2e, dated 12/03 (6 sheets), to replace Section 401.2,
pages 2 - 2e, dated 7/99, 7/03, 7/03, 7/03, 7/03, and 7/03, respectively (6 sheets).



Section 401.3, pages 6a - 6b, dated 12/03 (2 sheets), to replace Section 401.3, pages
6a - 6b, dated 7/03 (2 sheets).

Sections 401.4 - 401.6, pages 9 - 13, dated 12/03 (6 sheets), to replace Sections
401.4 - 401.6, pages 9 - 13, dated 7/03, 7/03, 7/03, 10/02, 10/02, and 7/03,
respectively (6 sheets).

Section 402.1, page 1, dated 12/03 (1 sheet), to replace Section 402.1, page 1, dated
7/00 (1 sheet).

Chapter 400, Appendix I, page 1, dated 12/03 (1 sheet), to replace Chapter 400,
Appendix I, page 1, dated 7/94 (1 sheet).

Section 502.1, page 1, dated 12/03 (1 sheet), to replace Section 502.1, page 1, dated
7/03 (1 sheet).

Section 502.6, page 7, dated 12/03 (1 sheet), to replace Section 502.6, page 7, dated
7/99 (1 sheet).

Section 502.7, page 9, dated 12/03 (1 sheet), to replace Section 502.7, page 9, dated
5/99 (1 sheet).

Sections 503.2 - 503.7, pages 1a - 2¢, dated 12/03 (5 sheets), to replace Sections
503.2 - 503.7, pages la - 2c, dated 4/03, 4/03, 7/00, 10/00, and 7/03, respectively (5
sheets).

Section 503.8, page 3, dated 12/03 (1 sheet), to replace Section 503.8, page 3, dated
4/03 (1 sheet).

Sections 503.9 - 503.10, page 5, dated 12/03 (1 sheet), to replace Sections 503.9 -
503.10, page 5, dated 4/96 (1 sheet).

Sections 701.3 - 701.4, page 2, dated 12/03 (1 sheet), to replace Sections 701.3 -
701.4, page 2, dated 3/00 (1 sheet).

Sections 801.1 - 801.6, pages 1 - 2, dated 12/03 (2 sheets), to replace Sections 801.1 -
801.6, pages 1 - 2, dated 10/02 (1 sheet).

Chapter 900, Table of Contents, page 1, dated 12/03 (1 sheet), to replace Chapter 900,
Table of Contents, page 1, dated 7/03 (1 sheet).

Sections 901.7 - 901.9, pages 8 - 8a, dated 12/03 (2 sheets), to replace Sections
901.7 - 901.9, pages 8 - 8a, dated 7/03 and 10/00, respectively (2 sheets).



Sections 901.13 - 901.14, page 11, dated 12/03 (1 sheet), to replace Sections 901.13 -
901.14, dated 7/03 (1 sheet).

Chapter 1000, Appendix D, pages 1 - 13, dated 12/03 (13 sheets) to replace Chapter
1000, Appendix D, pages 1-7, dated 10/00 (7 sheets).

Procedures, Introduction, page 1, dated 12/03 (1 sheet), to replace Procedures,
Introduction, page 1, dated 7/03 (1 sheet).

Procedures, Table of Contents, page 1, dated 12/03 (1 sheet), to replace Procedures,
Table of Contents, page 1, dated 7/03 (1 sheet).

Procedures, Section IV, page 4, dated 12/03 (1 sheet), to replace Procedures, Section
IV, page 4, dated 1/97 (1 sheet).

Procedures, Section V, page 1, dated 12/03 (1 sheet), to replace the entire Procedures,
Section V.

Procedures, Section VI, page 1, dated 12/03 (1 sheet), to replace Procedures, Section
VI, pages 1 — 2, dated 7/03 (2 sheets).

Procedures, Section VII, pages 4 - 5, dated 12/03 (2 sheets), to replace Procedures,
Section VII, pages 4 - 5, dated 7/95, 7/92, and 7/91, respectively (3 sheets).

Index, pages 1 - 3, dated 12/03 (3 sheets), to replace Index, pages 1 - 3, dated 7/00
(3 sheets).

Index, pages 5 - 12, dated 12/03 (8 sheets), to replace Index, pages 5 - 12, dated 7/00,
10/00, 7/03, 7/03, 7/03, 7/00, 10/00, and 7/00, respectively (8 sheets).

Index, pages 14 - 16, dated 12/03 (3 sheets), to replace Index, pages 14 - 16, dated
7/00, 4/03, and 4/03, respectively (3 sheets).

o Qe Snor—

S. Duke Storen, Director
Division of Benefit Programs

Attachment
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GENERAL | NFORNMATI ON TANF MANUAL CHAPTER 100

| NTENTI ONAL PROGRAM VI OLATI ON 12/ 03 102.1 - 102.2

102.1 DEFINITION - "Intentional ProgramViolation (IPV)" means any action by an
i ndi vidual for the purpose of: 1) establishing or maintaining the fanmly's
eligibility for Tenmporary Assistance for Needy Fanmilies (TANF)* (diversionary
and ongoi ng assistance) or Virginia Initiative for Enploynent not Wl fare
(MIEW; or 2) increasing or preventing a reduction in the amount of the grant;
or 3) establishing eligibility for VIEWsupportive or transitional services.**
For an IPV to exist, the action by the individual mnmust be: 1) an intentionally
fal se or nmisleading statenment or msrepresentation; 2) conceal ment or

wi t hhol di ng of facts; or 3) any act intended to m slead, m srepresent, conceal
or withhold facts or propound a falsity.*** \Whoever obtains or attenpts to
obtain, or aids or abets any person in obtaining, by means of a willful
statement or representation, or by inpersonation, or other fraudul ent device,
assi stance or benefits from TANF and ot her prograns desi gnated under rul es and
regul ati ons of the State Board of Social Services is conmitting an |PV.

102. 2 RESPONSI BI LI TIES OF LOCAL DEPARTMENTS - The | ocal agency has the
followi ng responsibilities in relation to I PV

A During the TANF application and VI EW assessnment the agency nust ensure and
docunent that a clear and full explanation is given to the
applicant/recipient of the eligibility requirenents for the type of
assi stance and services being requested or received; of his responsibility
to give conplete and accurate information related to his eligibility and
to report pronmptly and fully any changes in his circunstances; and of the
provisions of the law with respect to knowingly giving fal se i nformation
or deliberately w thholding informati on which would affect his eligibility
for assistance or the anmount thereof. The worker nust explain fully to
the reci pient what types of changes in his circunstances woul d have an
effect on the grant and services provided. At TANF application, the
agency nust explain IPV to the applicant/recipient and explain the Notice
of Intentional Program Violation Penalties. This formmy be found on the
| ocal agency DSS Intranet site (www.localagency.dss.state.va.us). A copy
is to be given to the applicant/recipient and a copy is filed in the
eligibility record. The assistance unit nust report all required changes
within 10 cal endar days fromthe date the unit knows of the change but is
reported timely if reported by the tenth of the foll ow ng nonth.

B. The | ocal agency nust conduct an investigation of an allegation that an
i ndi vidual conmitted an intentional programviolation, regardless of the
TANF payment or VIEWProgram status. A determ nation as to whether an | PV
has occurred nust be based on careful consideration of the particular
circunstances. A determination nust be nmade that there has been a
del i berate m srepresentation on the part of the applicant/recipient.
Consi derati on should be given to: (1) whether the incorrect or unreported
i nformati on was, in fact, known to the applicant/recipient and (2) whether
t he applicant/recipient understood the eligibility and reporting
requi renents.

* 45 CFR 235.112
** 2002 Acts of Assenbly, Item 362
*** Code of Virginia 63.2-522
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C. The | ocal agency is required to proceed agai nst any individual alleged to
have conmtted an intentional programviolation by referring the matter to
the appropriate authorities for crinmnal action in a federal or state
court or through an adm nistrative disqualification hearing (ADH).

An individual may be charged with an 1PV even if the application was

deni ed. An overpaynment does not have to exist for there to be a

determ nation of an IPV. Individuals nmay be charged with an PV for VIEW
even if supportive or transitional services have not yet been received.

For a VIEWIPV the agency is not to terminate future supportive or
transitional services if those services are needed to assist the client to
mai nt ai n enpl oynent .

The | ocal agency may refer a case for prosecution or initiate an ADH
regardl ess of the current eligibility of the individual

D. The | ocal agency nust coordinate its actions with any corresponding
actions being taken agai nst the individual under the Food Stanp Programif
the factual issues involved arise out of the same or related
ci rcumnst ances.

TANF Transnmittal 23
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A Only the individual found guilty of conmitting an I PV shall be
di squalified. The |local agency shall not take the individual's needs into
account when determ ning the assistance unit's need and the anount of
assi stance. However, if the individual is a parent, any incone of the
di squal i fied parent nust be considered available to the assistance unit.
(See sSection 305.4) NOTE: When an |IPV occurs and the Waiver of
Admi ni stration Disqualification Hearing (032-03-722) is signed while the
application is pending, the disqualified individual’s needs are excl uded
when determ ning a diversionary assi stance payment.

B. The period of disqualification nmust begin no |ater than the second nonth
followi ng the nonth of the court's decision of guilty, the date the waiver
notice is received by the [ ocal agency, or the date the Admi nistrative
Di squalification Hearings Decision Notice is issued by the hearing
officer. |If the individual is not eligible for TANF at the time the
di squalification is to begin, the period nust be postponed until the
i ndi vidual applies for and is determined eligible for benefits. The
di squalification period rmust run uninterrupted until it expires.

The disqualification penalty must be in addition to, and cannot be
substituted for, any other sanctions or penalties which may be inposed by
the court for the same offense. The disqualification penalty cannot
substitute for other sanctions under the TANF program

Any period for which a disqualification period is inmposed will remain in
effect, without possibility of an adnministrative stay, unless and unti
the findi ng upon which the penalty was based is subsequently reversed by a

court of appropriate jurisdiction. 1In no event shall the duration of the
peri od for which such penalty is inposed be subject to reviewin a fair
heari ng.

C. An individual convicted in state or federal court of fraudulently

m srepresenting his address to receive benefits in two or nore states is
ineligible to receive TANF for 10 years. Benefits refer to TANF

Medi cai d, and Food Stanps. The 10 year period begins on the date the

i ndi vidual is convicted.*

102. 4 ADM NI STRATI VE DI SQUALI FI CATI ON HEARI NGS (ADH) - An admi nistrative

di squalification hearing is an inpartial review by a hearing officer of an

i ndividual's actions involving an alleged IPV for the purpose of rendering a
decision of guilty or not guilty of conmtting an | PV.**

In order to request an ADH, the |ocal agency shall ensure that a pre-hearing
i nvestigation has occurred and that the evidence supports the charge of

i ntentional programviolation. There nmust be clear and convincing evidence
whi ch denonstrates the individual commtted or intended to conmt a TANF, or
VIEWIPV. Exanples of evidence include but are not limted to:

A Witten verification of unreported i ncone received by the
i ndi vi dual ; or

* Code of Virginia 63.2-522
** 45 CFR 235. 113 TANF Transmittal 23
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Note: A TANF recipient may receive match paynments during the appea
process provided the case remains open. Receipt of TANF nmatch paynments is
contingent upon collection of current child support by DCSE two nonths
prior to the nonth a paynment is issued. |If the decision of the agency is
uphel d, only the TANF benefit anbunt is an overpaynent.

In the event the hearing decision is adverse to the recipient, the method
of collection is that prescribed for recoupnent and recovery of
over paynents set forth at Section 503.8.*

The requirenent for filing an appeal or requesting a |ocal agency
conference is net if the request for a conference is made within 10 days
of receipt of the Advance Notice of Proposed Action or a fair hearing
request is received by the State or |ocal agency, or postnarked, by the
ef fective date of the change. The sane time frame for filing an appea
applies in situations where the assistance unit is honmeless and it is

agreed that all notices will be available to the client at the |ocal
agency.
Upon notification by the hearing officer, the agency shall informthe

claimant in witing that assistance is being continued in the sane anount
pendi ng the hearing decision unless there are subsequent changes in the
claimant's situation. (Refer to 106.1 E)

The foll owi ng procedures are established to assure that assistance is
continued wi thout interruption in every case where a recipient has filed a
valid appeal prior to the effective date of the proposed change:

If the effective date for checks occurs nore than 10 days but within 15
days of the date on which the Advance Notice of Proposed Action is nuailed
(excluding the date of postmark) and

A The proposed action is to term nate or suspend assi stance, the
assi stance check is not mailed but nust be avail able for sane day
i ssuance in the event an appeal is filed or a conference is
requested within the 10-day advance notice period.

B. In cases of proposed action to reduce assistance, a check in the
reduced amount is issued, but the difference between the reduced
amount and the prior anpunt nust be avail able for same day issuance
inthe event a timely appeal is filed or a conference is requested.

The 15-day period is provided to allowtime for mail delivery and possible
weekend or holiday delays in the event an appeal is filed or a conference
requested toward the end of the advance notice peri od.

* 45 CFR 233.20(a)(13)
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4) Months during which the adult lived on an Indian reservation or in
an Alaskan Native village if, during the month;
(a) at least 1,000 individuals were living on the reservation or
in the village; and
(b) at least 50 per cent of the adults living on the reservation

or in the village were unemployed;

5) Months in which the case was a "control" case. (Petersburg,
Portsnouth, Prince WIlliam Wse, and Lynchburg were research sites
for the VIP evaluation. Cases in these localities were assigned a
research or control status.)

Exanple 1: dient noved to Virginia 7/10/00 and subsequently applied for
TANF. She indicated receipt of TANF in North Carolina approximately six
nonths prior to this application. EWcontacts the local agency in North
Carolina and verifies that client received TANF there from February 1999
t hrough January 2000. The EWwi || add February 1999 through January 2000
to the 60-nonth cl ock because these nmonths are on the client’s federa
60-nonth clock in that state.

Exanple 2: dient is participating in VIEWand her clock has run from
April 1999 through July 2000. On July 8, 2000 the VIEWworker placed the
client in inactive status. ESWplaces the client back in active status on
August 22, 2000. July will count as a nonth in the 24-nonth linmt.

August will not count because of the inactive status on the first of the
nonth. The count will resune with the nonth of Septenber.

Exanple 3: dient and her three children received 60 nonths of TANF, wth
the March 1, 2003 paynment. The TANF case was cl osed effective March 31
2003. On April 12, 2003 the client was incarcerated and her three
children noved in the grandnother’s household. The grandnot her needed
financial assistance and applied for TANF on May 1, 2003. The TANF
application for the three children was approved on June 14, 2003. The
children are eligible because they now live with an adult who is not

i ncluded in the grant and does not have a 60-nmonth clock. [|f the
grandnot her becones financially needy, applies for herself, and vol unteers
for VIEW the 60-nonth clock will begin to accrue.

Exanple 4: dient and her two children have received 60 nonths on her

60-nmonth clock as the result of federal clock nonths from another state
and/or VIEWnonths in Virginia. As long as the children renain in the

honme with this client, this famly of three have reached their lifetine
limt of TANF and will not be eligible again.

Exanple 5: The children in exanple #4 | eave the client’s hone and go to
live with their father. The father has not been on TANF or has been a
TANF/ VI EW r eci pi ent, but has |ess than 60-nmonths on his clock. The father
and children can receive TANF until he has reached his 60-nonth tine
[imt.

Exanple 6: The children in exanple #4 | eave the client’s hone and go to

l[ive with their grandmother. Gandnmother is not in the assistance unit.
She can receive TANF for the grandchildren

TANF Transnmittal 23
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Exanple 7: The children in exanple #4 | eave the client’s hone and go to
live with an aunt. The aunt applies for assistance and is in need and is
included in the assistance unit as caretaker. She is found eligible to
receive TANF for herself and the children. |If the aunt volunteers for
VIEW her 60-nonth clock will accrue until she reaches the 60-nmonth limt.

Exanple 8: Cdient receives TANF for herself and three children. The
client has cycled in and out of TANF/ VIEW and reaches her 24-nonth and 60-
nonth limts. |If the children go to live with their father or any
specified relative, no one can receive TANF for the children during the
two year period of ineligibility due to the VIEWIinmt.

201.2 ACE - The nonth, day, and year of the child' s birth nust be established
and evidence thereof entered in the eligibility case record, except that,
pendi ng the securing of such evidence, assistance nust not be denied an other-
wi se eligible child who is obviously under 12.

If the day and nmonth cannot be established, July 1 is assuned to be the
bi rt hdat e.

Continuing Eligibility*- The child is eligible until he reaches the age of 18.
He is eligible for the nonth in which his 18th birthday falls if he has not
attained the specified age on the first day of that nonth.

An 18 year old child nay be eligible if enrolled in a secondary school or
vocational /technical school of secondary equivalency if he is expected to

conpl ete the high school or vocational/technical programprior to or in the sane
nonth as his 19th birthday. The programis considered conpleted on the |ast day
of final exans or, if exans are not required, the |ast day of

* 45 CFR 233.39(B)(ii)
TANF Transmittal 23
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Nei t her severance of parental rights nor adoption is considered to term nate
the relationship to biological relatives. Therefore, biological relatives my
recei ve assi stance for someone who has been adopted, when there is no other
relative by adoption in the home to receive assistance on the individual's
behal f. However, this provision does not require individuals who have been
adopted to be included in the A U of the biological relative and his/her

chil dren.

Exampl e 1: Jane Doe had two children who were adopted by Jane's parents.
Jane's parents died |leaving their adopted children in the care of Jane. Jane
is considered a biological relative for TANF purposes and can receive
assistance for the two children, however, they are not to be included in the
same A.U. as any other children Jane may have since she has no | ega
responsibility for these children

Example 2: Mary Snmith's child, Mchael, was adopted by a fanmly friend. Wen
M chael ' s adoptive parent died, there was no other relative to care for him

M chael went to live with Mary. Since Mary and M chael are biologically

rel ated, she can receive assistance for him However, Mchael is not to be

i ncluded in the sane assistance unit as any other children Mary may have.

B. Living in a Home* - A home is the famly setting nmaintained or in the
process of being established by the specified relative, as evidenced by
the presence of the child. A hone exists even though the child or
relative is tenporarily absent fromthe customary fanmly setting. The
rel ati ve may be absent for reasons such as hospitalization, education or
training, a vacation, or a visit. A parent that is absent fromthe hone
due to active duty in the uniformed services is considered living in the
hone. The child may be absent as long as the absence does not exceed 45
consecutive days, unless good cause exists. Additionally, a home may
exi st in situations where the assistance unit |acks a fixed hone address
or is otherw se considered honel ess.

1. A child that has been, or is expected by the caretaker to be, absent
fromthe hone for a period of 45 consecutive days is ineligible for
TANF. Exception: |If the child is absent for |onger than 45
consecutive days, the child may retain eligibility if good cause for
t he absence exists, such as hospitalization, education or training,
a vacation, or a visit.

Note: The child can be eligible in another assistance unit.
2. The caretaker nust report to the | ocal agency after it becones clear

to the caretaker that the mnor child will be absent fromthe hone
for 45 consecutive days. (Refer to Section 401.2.B.2.a.3.)

3. If the caretaker fails to report the change within the required tine
frame as described above, the caretaker is ineligible. The caretaker
wWill remain ineligible until the child returns to the home or there is

a break in assistance.

* Public Law 104-193 TANF Transnmittal 23
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| NCOVE OF THE "CAPPED' CHI LD - The incone of the child is deened
unavai l able to the assistance unit.

CH LDREN WHO MOVE | NTO THE HOVE OF THE PARENT RECEI VING TANF - A child who
was not subject to the family cap provision is subsequently not subject to
t he provi sion when he noves into the parent's hone.

OTHER CARETAKER/ RELATI VES - The famly cap provision does not apply to
foster parents or caretaker/relatives who are not the biological or adop-
tive parents of the child. A child who was subject to the fanmily cap in

t he hone of a parent and subsequently noves into the home of a relative may
be eligible for TANF, if otherwise eligible. Exception: A child who is
subject to the famly cap provision and whose parent is in a period of
ineligibility due to the time limt for receipt of TANF is not eligible to
recei ve assi stance with another caretaker/relative until the parent's
period of ineligibility expires. (See 901.11.)

DURATI ON OF THE FAM LY CAP - The provision applies to a "capped"” child when
he lives with or returns to the honme of a parent after living for a period
of time in another living arrangenent.

CLI ENT NOTI CE OF FAM LY CAP PROVI SION - Applicants for TANF shall receive
an explanation of the famly cap provision at the time of application. The
appl i cant must check the appropriate box on the |ast page of the Conbi ned
Application indicating that the agency has expl ained the provision and that
t hey understand the provision. Wen the application is approved, the
Client Notice of Action must informthe nother of the effective date of the
speci fied periods described above.

The agency nust explain the provision to recipients who are receiving
assistance on July 1, 1995, at the next redeterm nation or face-to-face
interview on or after July 1, 1995. After the explanation, the recipient
must check the bl ock on the | ast page of the Conbined Application, as well
as sign and date the application

In addition, applicants and recipients nust sign and date the Notice of
Personal Responsibility form The formstates that the |ocal departnent
has expl ai ned and that the individual understands the terns of the famly
cap provision. The formnust be signed for all applications taken on or
after July 1, 1995, and at the first redeterm nation after July 1, 1995,
and retained in the permanent document section of the TANF case record.

CH LD CONCEI VED AS A RESULT OF VERI FI ED RAPE OR | NCEST - A child conceived
as a result of verified rape or incest is not subject to the famly cap
provision. Birth certificates and medical or |aw enforcenent records are
required to verify rape or incest.

MEDI CAl D COVERAGE FOR THE CHI LD SUBJECT TO THE FAM LY CAP - See the Medi -
caid Manual, Volune X Il, Part |, Chapter F

CH LD CAPPED I N ANOTHER STATE - A fanmily cap inposed under another state's

TANF program does not affect the child' s eligibility under Virginia s TANF
program

TANF Transnmittal 23



CATEGORI CAL

ELI G Bl LI TY REQUI REMENTS TANF MANUAL CHAPTER 200
EMERCGENCY ASSI STANCE TO
NEEDY FAM LI ES W TH CHI LDREN 12/ 03 203.1

203.1 CONDI TIONS OF ELIGBILITY - Under certain conditions, federa
regul ati ons* permt the use of TANF funds to provide energency assistance to
needy famlies with children. The policy regarding total |oss of earnings is
effective only during the period of December 1, through March 31, of the

foll owi ng cal endar year. |In accordance with these regul ations, the State Board
has ruled that when all of the follow ng conditions exist, EA nust be granted

i edi ately.

A The fanmily includes at |east one child who is under eighteen years or if
18 but not yet 19 is enrolled full time in a secondary school or voca-
tional /techni cal school equival ency fromwhich the child is expected to
graduate prior to attaining age 19.

B. The child is a resident of Virginia, as defined in Section 201.6.

C. The child, and all nenbers of his famly for whom assistance is provided
must be a citizen of the United States or, if an alien, meet requirenents,
specified in Section 201.7. Aliens granted |lawful tenporary resident status
under Section 210 of the Inmigration and Nationality Act (Special
Agricultural Wrkers) are eligible to receive energency assistance.

D. The child is living with a relative of the degree specified in Section
201.5 A., in a place of residence maintained by the relative as his own hone
(See Section 201.5 B.)

E. The emergency assistance is necessary (1) to avoid destitution of the
child or (2) to provide living arrangenent for himin a hone (203.2).

F. The child is without income inmediately available to nmeet his needs
(203.2.B).

G The energency need did not arise because the child, if over 16 and out of
school, or the specified relative refused wi thout good cause to accept or
continue in enmploynment or training for enploynment.

H. The child' s need is the result of one of the followi ng energencies
1. A natural disaster or a fire which has destroyed itens necessary for
mai nt ai ni ng the household or the home itself. The energency nust
have occurred within a period not to exceed one nonth prior to
application or in the event of hospitalization of the specified
relative(s) within 30 days of the emergency, application nust be
made within a period not to exceed two nonths.

2. A total loss of fam |y earnings when such | oss occurs between
December 1 and March 31 and the loss is due to:

a. Severe weat her conditions, or
b. A reduction in a | abor force caused by an energy shortage.

Application rmust be made within one nmonth after the energency.

* 45 CFR 233.120 TANF Transmittal 23
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B. AVAI LABLE RESOURCES - Energency Assistance for natural disaster or fire
and total | oss of earnings cannot be granted when other resources are
available to nmeet the famly's needs. This means that EA cannot be
granted to a current recipient of TANF except in case of a disaster as
specified in Section 203.1. In addition, EA cannot be granted when there
i s another agency in the comunity which is known to nmeet the particul ar
need pronptly in that particular type of emergency. Evidence nust be
entered in the case record that specific community resources have been
i nvesti gated.

Income inmedi ately available to the famly nmust be counted in determning
t he anobunt of assistance granted. The provisions of Section 305 are
general |y applicabl e except that inconme disregards are not applicable.

C. METHOD OF PAYMENT - Paynent for purchase, repair, nmoving or storage of
househol d equi pnent nust be nade by the vendor nethod to the provider of
goods or services.

Payment to nmeet ot her needs may be either a noney payment to the recipient
or a vendor paynent to the provider, whichever is nost practicable and
advant ageous to the famly

203.3 AUTHORI ZATI ON FOR TANF- EA - Energency Assistance nmust be authorized
during a period not to exceed thirty consecutive days within any twelve
consecutive nonths. This thirty-day period begins with the date of the first
aut horizati on of paynent by agency action. Paynment may cover specified needs
arising prior to the date of authorization, retroactive to the date the
emergency occurred, as specified in Section 203.1 H. Paynment al so covers needs
anticipated during the thirty-day period followi ng the initial authorization of
ener gency assi stance, provided it is established that such need will continue to
exi st for that period.

If it is established at a later date within the thirty-day period that other
al | owabl e needs exist, additional payments nmay be authorized within the tine
[imt up to the maxi mum specified in Section 203.2

203. 4 REFERRAL FOR SERVICE - In all cases in which EA is requested, referra
must be made to the service staff or other appropriate agency for the foll ow ng
servi ces:

1. I nformati on
2. Referra
3. Any other services that neet needs attributable to the emergency.

TANF Transnmittal 23
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302.6 Conposition of the TANF Assistance Unit - The TANF assistance unit is
required to include, when living together, the parent(s) and mnor sibling(s) of
a dependent child for whom assi stance is requested. Therefore, each sibling
l[iving in the home of a dependent child nust be evaluated to determine if he/she
neets the categorical requirements listed in Section 201.1.A. This includes any
sibling living in the hone with both natural or adoptive parents who are al so
l[iving in the home.

The assistance unit will include the follow ng individuals:
A The natural or adoptive parent(s) who is living in the same home as the

child for whom assi stance is requested, unless otherw se indicated by
policy in 302.6.D.*

B. Al'l blood related or adoptive siblings, including those emanci pated by
court order or marriage, who neet the categorical requirements of an
eligible child, living in the same hone as the child for whom assi stance

is requested.** Note: The spouse of the child emanci pated by marri age
cannot be living in the home for eligibility to exist.

Children who nmeet the categorical requirenents must al so neet al
conditions of eligibility set forth in Section 201.1 B. in order for their

needs to be included in the assistance paynent. |If the conditions of
eligibility are not net, the child' s needs will be excluded, however, any
i ncome of that child will be considered available to the renaining

assi stance unit nenbers.

I f categorical requirements cannot be established due to | ack of
verifications or the conditions of eligibility are not net, the individua
will be assunmed to be a required nmenber of the assistance unit and the
following will apply:

1. In determ ning need and the anpbunt of payment for the assistance
unit such individuals will be excl uded.
2. I ncone of these individuals will be considered avail able to the

assi stance unit.

3. If verifications are subsequently provided which establish that the
child is not categorically eligible, incone of that child will no
| onger be considered avail abl e.

If verifications are subsequently provi ded which establish the
child' s categorical eligibility, his income will continue to be
counted, as indicated above in 1 and 2, until all conditions of
eligibility are met

* 45 CFR 206.10(a) (1) (vii) (A
** 45 CFR 206. 10(a) (1) (vii)(B)
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5.

10.

11.

12.

13.

14.

A child whose SSN has not been provided or application for an SSN
has not been made. See 201.8 for the exception regarding a newborn
child.

A child who receives an adoption assi stance nai nt enance paynent.
Exception: A child who receives an adopti on assi stance mai nt enance
paynment mnust be excluded when adding that child to the assistance
unit and counting the mai ntenance paynment reduces the TANF benefit.
However, that child nust be included in the assistance unit when the
benefit will be increased by adding that child and his incone.*

A child who receives a foster care mmintenance paynent or whose needs
are included in the foster care mai ntenance paynment for his parent.*

A child whose citizenship or alien status has not been declared in
witing according to Section 201.7 C.

A child subject to the family cap provision. (201.12)

A child not in conmpliance with the conpul sory school attendance
requirement. (201.3)

A child convicted in state or federal court of a felony offense for
possessi on, use, or distribution of a controlled substance for
conduct occurring after 8/22/96.**

A child fleeing to avoid prosecution or confinenent or in violation
of probation or parole.**

A child who is in a VIEWperiod of ineligibility.

A child whose caretaker is in a period of ineligibility due to the
recei pt of a diversionary assistance payment.

The follow ng parent(s) is not included in the assistance unit:

1

The parent(s), of an eligible TANF child(ren), who is receiving SSI
and/ or an Auxiliary G ant.

The parent who is not (1) a U S. citizen or (2) an eligible
alien. **

A parent who receives an adopti on assistance mai ntenance paynent on
his own behal f up to age 21. Exception: A parent who receives an
adopti on assi stance mai ntenance paynent nust be excluded when addi ng
that parent to the assistance unit and counting the maintenance
paynment reduces the TANF benefit. However, that parent nust be
included in the assistance unit when the benefit will be increased
by addi ng that parent and his incone.*

* Public Law 101-508 (OBRA 1990)
Publ i c Law 104-193

* %
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10.

11.

12.

13.

14.

15.

16.

17.

18.

The parent whose SSN has not been provided or application for an SSN
has not been mmade.

The parent who is an alien whose needs are net by the individua
sponsor.

The parent who is an alien who has been in the U S. less than three
years and is sponsored by an agency/organi zation, unless it can be
docunented that the agency/organi zati on no | onger exists or the
agency/ organi zation provides a statenent that they are financially
unable to support the alien.*

The parent who is found to have comitted an I PV and disqualified
according to Section 102.3.

The parent whose citizenship or alien status has not been decl ared
in witing according to Section 201.7.C

The parent who is a convicted offender, serving a court-inmposed
sentence of unpaid public work, or unpaid comunity service during
wor k hours, while still living in the home. (Exception: The

convi cted of fender could be included only as an EVB i f providing an
essential service. See Section 302.5.)

The parent whose needs are net by her spouse, the stepparent of the
eligible children, living in the hone.

The minor parent not in conpliance with the conpul sory schoo
attendance requirenent in Section 201.3.

The parent convicted in state or federal court of fraudulently

m srepresenting his address to receive TANF, Medicaid, or Food
Stanps in two or nore states and it is within ten years of the date
t he individual was convicted. **

The parent convicted in state or federal court of a fel ony offense
for possession, use, or distribution of a controlled substance for
conduct occurring after 8/22/96.**

The parent that failed to report to the |ocal agency by the end of
the fifth day after it becane clear that the mnor child would be
absent fromthe home for 45 consecutive days.**

The parent that is fleeing to avoid prosecution or confinenent or
that is in violation of probation or parole.**

* 45 CFR 233.51

** Per sonal

Responsi bility and Wrk Qpportunity Reconciliation Act of 1996
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E. The foll owi ng caretaker/relative other than the parent, who requests
assi stance is not included when:

1

2.

10.

11.

He is not in need.

He is receiving SSI and/or an Auxiliary Gant.

He is not (1) a U S. citizen or (2) an eligible alien.*
Hi s needs are nmet by a spouse living in the hone.

He refuses to cooperate in identifying the parents, establishing
paternity, or obtaining support by failing to conply with any of the
requi renents defined in 201.10. (See 502.7 A.2. regarding howto
handl e paynent in this situation.) This exception applies unti
conpliance with the requirenents of cooperation of 201.10 is net.

He is ineligible for a specified period of time based on receipt of
a lump sum (See 305.4.C.)

The caretaker/relative's SSN has not been provided or application
for an SSN has not been provi ded.

He is an alien who has been in the U S. less than three years and
i s sponsored by an agency/organi zation, unless it can be docunented
t hat the agency/organi zati on no | onger exists or the

agency/ organi zation provides a statenent that they are financially
unable to support the alien.**

He is found to have commtted an I PV and is disqualified according
to Section 102.3.

His citizenship or alien status has not been declared in witing
according to Section 201.7 C.

The caretaker/relative is convicted in state or federal court of
fraudulently msrepresenting his address to receive TANF, Medicaid,
or Food Stanps in two or nore states and it is within ten years of
the date the individual was convicted.*

* Personal Responsibility and Work Cpportunity Reconciliation Act of 1996
** 45 CFR 233.51
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12.

13.

14.

Not e:

The caretaker/relative is convicted in state or federal court of a
felony of fense for possession, use, or distribution of a controlled
subst ance for conduct occurring after 8/22/96.*

The caretaker/relative failed to report to the |ocal agency by the
end of the fifth day after it became clear that the mnor child
woul d be absent fromthe home for 45 consecutive days.*

The caretaker/relative that is fleeing to avoid prosecution or
confinenent or that is in violation of probation or parole.*

The spouse of the caretaker/relative cannot be included in the

assi stance unit as second car et aker

F. The foll ow ng individuals for whom assi stance is requested on the basis of

provi ding services essential to the child s well-being (EWB) are not

i ncl uded when:

1. He is not providing a service identified in Section 302.5.

2. He is not in need.

3. He is receiving SSI and/or an Auxiliary Gant.

4. He is not (1) a U S. citizen or (2) an eligible alien.*

5. The EWB's SSN has not been provided or application has not been nade
for such SSN. **

6. He is ineligible for a specified period of time based on receipt of
a lump sum (See 305.4 Q)

7. He is an alien who has been in the U S. less than three years and
i s sponsored by an agency/organi zation, unless it can be documnented
t hat the agency/organi zati on no | onger exists or the
agency/ organi zation provides a statenent that they are financially
unabl e to support the alien.***

8. He is eligible for assistance in a federal category.

9. He is found to have commtted an I PV and is disqualified according
to Section 102.3.

10. His citizenship or alien status has not been declared in witing
according to Section 201.7.C.

* Personal Responsibility and Work Cpportunity Reconciliation Act of 1996

** 45 CFR 205. 52
*** 45 CFR 233.51
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VWhen the househol d consists of a caretaker, his/her child(ren), and a
child who is biologically related to the caretaker but has been adopted by
some-one other than the caretaker, there will be two separate assistance
units. In order for the caretaker to receive assistance for the child who
has been adopted, the child' s adoptive parents cannot be in the homne.

The requirement in 302.6 that all siblings of a child for whom assi stance
is requested nmust be included in the assistance unit applies to the
mul ti pl e group househol ds al so.

EXAMPLE

A grandnot her has two grandchil dren who are siblings and a niece living
with her. She states she needs assistance for one of the grandchildren
however, application nmust be made for both grandchildren and each eval u-
ated for inclusion in the unit. |If she requests assistance for the niece,
the niece will be included in the same unit al so, provided she neets the
eligibility requirements. However, the niece is not required to be in the
unit, unless assistance is requested for her

302.8 DEFIN TION OF THE STANDARD FILING UNIT - For purposes of ADAPT, the group
of individuals whose i ncone nust be considered in determning the assistance
unit's eligibility and grant amount is referred to as the standard filing unit.
This includes children and parents required to be in the assistance unit;
essential persons; individuals whose incone is subject to deem ng; and, when
assistance is requested, a caretaker-relative other than the parent.
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304.2 TOTAL ALLOAMBLE | NDI VIDUAL NEED - Wen it is necessary to determ ne

whet her one individual included in the TANF assistance unit is in need, the
total amount allowed for his needs nust be identified. This amount is his pro
rata share of the appropriate standard of assistance for the assistance unit.
The sane procedure is used to determ ne whether or not a caretaker-relative
other than the parent or an essential (EWB) person living in the hone is in need
and eligible for inclusion in the assistance unit. Once the caretaker-relative
other than the parent is included in the assistance unit, he may volunteer to
participate in VIEWand continue to be eligible for TANF if countable income is
| ess than the current poverty level for one person

VWhen an individual is renobved fromthe assistance unit, the assistance plan is

recomputed on the basis of the standard of assistance specified for the numnber
of persons remaining in the unit.
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304. 3 MEDI CAL EXAM5 FOR TANF RECI PI ENTS — Medi cal exanms necessary to determ ne
exenption status for VIEWor assess a VIEWparticipant’s abilities, that are not
covered by Medicaid, are paid from VI EWfunds.

The worker and client nust di scuss which doctor should conplete the nedica
eval uation. The final decision should be nmade by the recipient. The agency
will pay for only one medi cal exam

304.4 — TANF MATCH PAYMENTS (TMP) — The 2002 Virginia Acts of Assenmbly nandates,
effective July 1, 2003, that all recipients of TANF cash assistance, including
reci pients whose deficit is less than $10, be paid a monthly TANF suppl enent in
an anount equal to the current child support collected by the Division of Child
Support Enforcenent, less the disregard of the first $50 of current child
support received by the assistance unit.

Mat ch paynments are defined as current child support paid on behalf of a case,
| ess $50. The Match paynents are issued in the second month follow ng receipt
and are issued with the TANF benefits as a single payment. Paynments will be

i ssued even though the conbined total of the TANF deficit and TMP total |ess

t han $10.

The TMP is added to the TANF cash benefit after all eligibility and benefit
transacti ons have been conpleted in ADAPT, i.e., inposition of disregards,

penal ties, and recoupnent have been cal cul ated. Since the match paynents are a
portion of the unit’s nmonthly assistance paynent, policies governing assistance
payments rmust be applied, i.e., notices and fair hearings, with the exception of
continuation of benefits.

TANF Match Paynents will be issued during nonths of suspension and during VI EW
sanctioned nonths. The issuance of TMPs to a recipient receiving continued
benefits during the appeal process is contingent upon collection of current
child support by DCSE two nmonths prior to the paynment nonth.

Since TWP paynments are paid two nonths after collection of support, the case may
recei ve paynments for up to two nonths after case closure. These paynents are
automatically generated in ADAPT and mailed fromthe State Departnment of Social
Servi ces.

If the TANF benefit, including the TMP, exceeds the maxi mum rei nbursabl e paynent
for the assistance unit, the maximumw ||l not apply and the full anount of the
conbi ned paynent will be issued.

Information on TMPs is passed to ADAPT each nonth, based on the anount of
current child support paid two months prior to the paynent nonth on behal f of
assistance unit menbers. If current support paid in a nonth is $50 or less, no
mat ch paynment will be included in the TANF check. A TMP change notice will be
sent by the State Departnent of Social Services to affected TANF cases each
nmont h, indicating the Match Paynent amount to be paid on the first of the
foll owi ng nont h.
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2. Ti me standards for reporting and acting on changes.

a. Al'l required changes nust be reported tinely, within 10 cal endar
days fromthe date the change beconmes known to the assistance unit
but is reported tinely if reported by the tenth day of the nonth
after the change occurs.

If the recipient is uncertain of the exact date or anount of the
change, then the 10 day reporting period begins the day the change
occurs. The recipient is not required to have full know edge of

t he change when reporting it to neet the 10-day requirenent for
timely reporting. For new enpl oynent, the 10-day period may begin
as late as the first day of enploynment. Once the recipient reports
a change, the EWnust evaluate the information within 10 days for
potential inpact and request additional information and necessary
verifications that address rate of pay, nunber of hours, and how

of ten paid.

1. VWhen a change will increase benefits, the verification
requi red rmust be obtained prior to the second nonth foll ow ng
the change in order to reflect the change in that month. |If
t he assi stance unit does not provide verification, the
assistance unit's benefits will revert to the original anopunt

unl ess a refusal to cooperate is docunmented, in which case an
advance notice nmust be sent to termnate the case. An advance
notice is not required if benefits are reverted to the
original |evel because verification was not received, and the
assistance unit was so advised at the tine of increase.

2. VWhenever a change will decrease benefits, verification nust be
obtained prior to or at renewal

3. VWhen a change neither increases nor decreases benefits,
required verifications nust be obtained prior to or at
renewal .

b. The worker is responsible for notifying the applicant/recipient
when income nmust be verified. |Inconme verification nust be provided
within 10 days of notification.

C. The wor ker nust advise the applicant/recipient on the appropriate
noti ce of the anpbunt of gross incone anticipated to be received,
the net income counted in determning the paynent, the paynent
month the net incone will begin to be counted, and the changes that
nmust be reported.

3. Changes that must be reported.
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that no part of an SSI or Auxiliary Gant paynent or any incone of a
reci pient of either program can be counted in determning the anount of
an TANF payment, even though the applicant/recipient is the spouse of

t he needy caretaker or the parent of the eligible children.* Wen
living together, the income of a mnor caretaker's parent(s) wll be
deened available to the mnor caretaker's assistance unit until the

m nor care-taker reaches the age of 18, regardl ess as to whether the

m nor caretaker is excluded fromthe assistance unit, due to SSI

recei pt, or for any other reason.**

B. Benefits such as, but not limted to, RR Retirenent, private corporation
retirement, unenpl oynent conpensation benefits, Veterans or Soci al
Security benefits, including reduced benefits, to which a nmenber of the
assistance unit is clearly entitled are avail able and nust be counted
even though the individual chooses not to accept such benefits (Section
305.4 B.1). However, individuals eligible for assistance under either
the SSI or TANF program have the right to elect the programin which
they wish to participate. Individuals applying for or receiving
assi stance through TANF cannot be mandated to apply for SSI. The
applicant/recipient should be advised of this option.***

C. The gross anount of incone or benefits nmust be counted even though all
or a portion of the payment has been withheld by court order, i.e., a
gar ni shment or court-ordered child support. Benefits from which child
support can be withheld include, but are not limted to, Social Security
benefits, Veterans’ benefits, Unenpl oynent benefits, and Workers
Conpensation benefits. Supplenmental Security Income (SSI) and public
assi stance benefits are exenpt from garni shnent under federal and state
| aw.

The agency has a responsibility to explore potential income sources and assi st
the applicant/recipient in developing themto a state of availability whenever
possi bl e, ****

It is the responsibility of the recipient to report required changes to the
agency within 10 cal endar days fromthe date the change becomes known to the
assistance unit. Changes required to be reported by the applicant, which occur
after the face-to-face interview but before the date of the Notice of Action to
approve the case, must be reported by the assistance unit within 10 days of the
date of the notice.

There are some differences in the provisions for counting earned and unear ned

i ncome. Therefore, when inconme is fromproperty, the eligibility case record
must clearly indicate the basis for determ ning whether it is earned or unearned
i ncome, that is, whether the individual produces it by his own efforts or is
actively engaged in nmanagenment. For exanple, income fromroomand board is
consi dered earned i ncone only when the individual is engaged in a comercia
enterprise for profit. Regardless of whether the incone is earned or unearned
it is the profit which is considered the gross incone.

* Social Security Act, Section 402(a)(24)
** 45 CFR 233.20(a)(3)(xviii)
*** Social Security Act, Section 402(a)(24)
**xx A5 CFR 233.20(a)(3)(ix)
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305. 4 OTHER I NCOME - In determ ning the anbunt of assistance, all other
regul ar income received or anticipated to be received by nenmbers of the
assistance unit or used in determining eligibility nust be counted in the nonth
in which it is received, except that specifically disregarded under A

A. O her Income Disregards - The follow ng i ncome of nenbers of the assistance
unit, a parent not included in the assistance unit or anyone whose income is
used in determning eligibility or the ambunt of assistance nust be
di sregar ded.

I ncome which is disregarded under the foll owi ng provisions must not be
counted in determ ning the need for assistance of any individual under any
ot her federal assistance program*

1. Home produce of the assistance unit utilized for their own consunption
2. The val ue of food coupons under the Food Stanp Program

3. The val ue of foods donated under the U S.D.A Conmodity Distribution
Program including those furnished through school neal prograns.

4. Any payment received under Title Il of the Uniform Rel ocati on Assi stance
and Real Property Acquisition Policies Act of 1970.

5. Any benefits received under Title VII, Nutrition Programfor the
El derly, of the O der Americans Act of 1965, as anended.

6. Money received for educational purposes.**

7. Trai ni ng all owances (transportation, books, required training expenses
and notivational allowances) provided by Vocational Rehabilitation for
persons participating in Vocational Rehabilitation Prograns.***

The disregard is not applicable to the all owances provided by VR to the
famly of the participating individual

* 45 CFR 233.20 (a)(4)(iii)
** 45 CFR 233.20 (a)(3)(iv) (B) and (vii),
and (a)(4)(ii)(d), and Public Law 102-325
*** 45 CFR 233.20 (a) (4) (vii)
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10.

11.

12.

13.

14.

15.

16.

Any portion of an SSI payment and/or Auxiliary Grant.*

Payments to VI STA Vol unteers under Title I, when the nonetary val ue of
such payments is less than m ni mum wage as determ ned by the Director
of the action office,** and paynments for services of reinbursenent for
out - of - pocket expenses made to individual volunteers serving as foster
grandparents, senior health aides, or senior conpanions, and to persons
serving in the Service Corps of Retired Executives (SCORE) and Active
Cor ps of Executives (ACE) and other prograns pursuant to Titles Il and
[11, of Public Law 93-113, the Donestic Vol unteer Service Act of 1973,

i ncl udi ng Americorps VISTA *** The worker must contact the Action
Ofice at the foll owi ng address or tel ephone nunber when VI STA paynents
are reported; Action Ofice, 400 N. 8th Street, Richrmond, Virginia
23219, (804) 771-2197.

Note: This disregard does not apply to payments to participants in
Amreri corps USA and Americorps NCCC. These prograns are under the
authority of the National and Comunity Service Trust Act of 1993 which
contains no requirement to disregard paynments to participants applying
for or receiving TANF.

The Veterans Admi nistration educational anount for the caretaker 18 or
older is to be disregarded when it is used specifically for educationa
pur poses. Any additional noney included in the benefit anount for
dependents is to be counted as incone to the assistance unit.

Foster care paynents received by anyone in the assistance unit.

Any unearned income received fromTitle IV, Part B (Job Corps) of the
Job Training Partnership Act (JTPA) by an eligible child is to be

di sregarded as an incentive paynment. However, any paynent received by
any other Job Corps participant or any paynment nmade on behal f of the
participant's eligible child(ren) is to be counted as inconme to the
assi stance unit.

Income tax refunds (including Earned Income Tax Credit paynents and
refunds). These exenpt tax credits include federal earned incone tax
credits and state earned inconme tax credits.

Any paynment made under the Fuel Assistance Program

The val ue of supplenental food assistance received under the Child
Nutrition Act of 1966. This includes all school neal prograns; the
Worren, Infants, and Children (WC) Program the child care food
program and U.S.D. A reinbursenent paynents to day care providers
whi ch are authorized by the National School Lunch Act.

Al federal, state, or local government rent and housing subsidies and
utility payments. ****

* 45 CFR 233.20(a)(3)(X) *** 45 CFR 233.20(a)(4)(ii)(g)
** 45 CFR 233.20(a)(4)(ii)(h) ****% A5 CFR 233.20(a)(3)(xii)
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17.

18.

19.

Any unearned income received by an eligible child under Title Il, Parts

A and B, and Title IV, Part A of the Job Training Partnership Act
(JTPA) is to be disregarded.

Any funds distributed to, or held in trust for, menbers of any Indian
tribe under Public Law 92-254, 93-134, 94-540, 98-64, 98-123, 98-124 or
97-458. Additionally, interest and investment incone accrued on such
funds while held in trust, and purchases made with such interest and

i nvestment incone are disregarded. *

The followi ng distributions received froma Native Corporation under the

Al aska Native Clains Settlement Act (Public Law 100-241):

a. Cash (including cash dividends on stock received froma Native
Corporation) to the extent that the total received does not exceed
$2, 000 per individual per cal endar year;

b. Stock (including stock issued or distributed by a Native
Corporation as a dividend or distribution on stock);

C. A partnership interest;

d. Land or an interest in land (including and or an interest in |and
received froma Native Corporation as a dividend or distribution on
stock); and

e. An interest in a settlenment trust.

*

45 CFR 233.20(a) (4)(ii)(e)
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20.

21.

22.

23.

24.

25.

26.

27.

Income derived fromcertain submargi nal |and of the United States which
is held in trust for certain Indian tribes (Public Law 94-114).

In determining eligibility for assistance, the first $50 of total child
or child and spousal support payments received by the assistance unit
is to be disregarded. In calculating the initial nmonth's payment(s)
the $50 disregard is only to be applied if it is anticipated that $50
will not be collected by DCSE subsequent to case approval (the date
that the approval action is keyed into ADAPT). |If it is anticipated
that at least $50 will be collected, the support disregard is not to be
applied when calculating the initial payment since the unit wll
receive a disregard paynent fromDCSE.* |[If the anpbunt that is
anticipated to be collected by DCSE after case approval is less than
$50, disregard an anount fromthe support received prior to case
approval that will ensure the total support disregard for the nmonth
does not exceed $50. For ongoing cases, DCSE will send each assistance
unit a disregard paynment of the first $50 of child support received
each nonth (see item 24 below). The $50 disregard is only applicable
to current child/spousal support paynents received each nonth.

Payments sent to the recipient by the State which are identified as
di sregarded support.*

Federal major disaster and energency assistance provi ded under the
Di saster Relief and Energency Assistance Amendnents of 1988 and

di saster assistance provided by state and | ocal governnents and

di saster assistance organizations (Public Law 100-707).

Payments received by individual s of Japanese ancestry under the G vil
Li berties Act of 1988, and by Al euts under the Al eutian and Pribil of
I sl ands Restitution Act (Public Law 100-383).

Payments by VIEWTfor support services such as transportation, uniforns,
child care, etc.**

Any paynent received fromthe Agent Orange Settlement Fund or any ot her
fund established in response to the Agent Orange product liability
l[itigation.*** To verify whether a paynent is an Agent O ange paynent,
use documents in the individual's possession. |If the individual cannot
pro-vide verification or the situation is unclear, wite to the Agent
Orange Veteran Paynment Program P.O Box 110, Hartford, CT 06104,
Attention: Agent Orange Verification. Include in the request the
veteran's name and social security nunber. |[If a survivor of a
qual i fying veteran was paid, also provide the survivor's nane and
soci al security nunber.

Payment received by individuals under the Radi ati on Exposure
Conpensation Act (Public Law 101-426).

*

* %

* k *

45 CFR 233.20(a)(4)(ii)(j)
45 CFR 233.20(a)(11)(v)(c)
Public Law 101- 239
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28.

29.

30.

31.

32.

Funds received pursuant to the Maine Indians Clains Settlement Act of
1980 (Public Law 96-420); and the Aroostook Band of M cmacs Settl ement
Act (Public Law 102-171).

Funds paid to an escrow account established under the Family Self-
Suf ficiency Program of the Departnent of Housing and Urban Devel oprent.

Student financial assistance received under Bureau of Indian Affairs
student assi stance prograns. *

Interest earned or appreciation in value on a savings or investnent
account for the purpose of self-sufficiency.

Up to $2,000 per year of inconme received by individual |Indians, which
are derived from !l eases or other uses of individually-owned trust or
restricted | ands. **

*

* %

Publ i c Law 102- 325
Public Law 93-134
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33. Al bona fide | oans, regardl ess of the intended use.* This includes
| oans obtai ned for any purpose, and nay be froma private individual as
well as froma commercial institution. A sinple statenent signed by
both parties indicating that the paynent is a | oan and nust be repaid
is sufficient to verify that a loan is bona fide. |f the custoner
i ndi cates that noney received was a | oan but does not provide required
verification, the noney is to be treated as unearned incone in the
nont h recei ved.

Interest earned on the proceeds of a |loan while held in a savings
account, checki ng account, or other financial instrument will be
counted as unearned income in the nonth received.

34. I nconme, including support, received by or on behalf of a child
ineligible for TANF due to the famly cap provision. **

35. Paynments received by victins of Nazi persecution under Public Law 103-
286.

36. Mat chi ng contributions deposited in an individual devel opnent account
(I1DA) or on the applicant/recipient's behalf in a parallel account
mai nt ai ned by the organization adm nistering the | DA program (Refer
to Sections 303.2 I and J regarding IDA s.)

37. Incone received by children who are in a VIEWperiod of ineligibility.
38. Interest incone of |ess than an average of $10 per nonth.

39. TANF Match Paynents issued to TANF recipients based on current support
collected by the Division of Child Support Enforcenent.

40. Any veteran benefits received by children born with spinal bifida, who
are natural children of individuals who served in Vietnamduring the
peri od begi nning January 9, 1962, and ending on May 7, 1975.

41. Paynents received fromthe R cky Ray Henophilia Relief Fund established
under Public Law 105-369.

42. Al lowances, earnings, and paynents to individuals participating in
prograns under Title | of the Workforce I nvestnment Act (WA).***

B. I ncone From Social Security and Gther Benefits - Monthly benefits received
or anticipated to be received by nmenbers of the assistance unit, or
individuals required to be in the assistance unit, nust be counted as
incone, with the follow ng exceptions:

1. When a nenber of the assistance unit is eligible for benefits (such as
but not linmted to, RR Retirenent, private corporation retirenent,

* 45 CFR 233.20(a)(3) (xxi)
** Code of Virginia, Section 63.2-604
*** 20 CFR 667.272 (c)

TANF Transmttal 23



305. 4
TANF MANUAL 12/ 03 Page 25

Vet erans, Social Security, or any reduced benefits), the verified
amount nust be counted, even though the individual chooses not to
accept such benefits.

The agency has a responsibility to explore potential resources and
assist the applicant/recipient in developing themto a state of
avai l ability whenever possible.*

2. When educational benefits are being received from Veterans
Adm nistration. (See 305.4.A.12.)

3. When the Medicare Part B premiumis deducted fromthe Social Security
or Railroad Retirement benefits of an individual who is also
recei ving Medicaid. The anount of benefits actually received, plus the
amount of the Part B premium is counted as inconme since Medicaid wll
pay the premiumduring the tinme the individual receives
Medi cai d.

C. Lunp Sum Paynents - The recei pt of a nonrecurring |unp sum paynent, such as
the accunul ation of benefits for a prior period, including Social Security
and Wbrknmen' s Conpensation benefits; paynments in the nature of a w ndfall

e.g., inheritances or lottery w nnings; personal injury awards; that portion
of a casualty property | oss paynent which is not used for repair or
repl acenent of the danaged/| ost property; life insurance settlenment when the

policy is owed by soneone ot her than a nmenber of the assistance unit; or

i ncome fromany other nonrecurring source, shall be prorated and reflected
as incone when the lunp sumplus all other net countable incone exceeds the
standard of need (100% in the nonth of receipt.** NOTE: A lunp sumis
required to be treated as such even if the custoner places the funds in a
savi ngs account as specified in 303.2 H.

In situations involving casualty property |oss paynents for repair or

repl acenent of damaged/| ost property, such paynments will not be considered
as incone if the client initiates action to repair or replace the property
prior to or within 30 cal endar days after receipt of the | unp sum paynent
and expends the payment for such repair or replacenment within 12 nonths
after receipt. NOTE: Verification of initiation of action to repair or

repl ace the property, expending the paynent within 12 nonths, and use of the
paynent nust be docunented in the case record. The casualty property |oss
paynent nust be kept separate fromother inconme. |f not kept separate, the
[unp sumpolicy will apply.

If the recipient does not initiate action to repair or replace the property
within 30 cal endar days after receipt, wi thout good cause, a period of in-
eligibility will be calculated beginning with the first full nonth follow ng
the 30 cal endar day period if adnministratively possible, but no | ater than
the next nonth. |f the recipient does not expend the paynment to repair or
repl ace the property within 12 nonths after receipt, wthout good cause, a
period of ineligibility will be cal culated beginning with the first nonth
following the 12 nonth period if administratively possible, but no later
than the next nmonth. NOTE: Wen it is not possible to close the case unti
the next nmonth due to the advance notice period, this paynent will not be an
over paynent .

* 45 CFR 233.20(a)(3)(ix)
** 45 CFR 233.20(a)(3)(ii)(F TANF Transmittal 23
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Good cause is defined as those situations in which, through no fault of
hi s/ her own, the recipient fails to initiate action w thin 30 cal endar
days or to expend the paynent within 12 nonths to repair or replace the

property, e.g., hospitalization, failure of the contractor to conplete
the work, etc.
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I f good cause is determ ned by the agency to exist for not conplying
with either the 30-cal endar-days or 12-nonth period, the casualty
property |l oss payment will continue to be disregarded as [ unp sum

i ncome. The agency nust establish that good cause continues to exist at

each full redeterm nation thereafter. If it is determ ned at
redeterm nati on that good cause no |onger exists, the period of
ineligibility will begin the nonth follow ng the nonth of

redeterm nation if adm nistratively possible, but no later than the next
month. NOTE: Wen it is not possible to close the case until the next
nmonth due to the advance notice period, this payment will not be an

over paynent .

Lunp sum paynments received by any nenber of the assistance unit, or an
i ndividual required to be in the assistance unit, nust be used to
determ ne continued eligibility or ineligibility of the unit. A
caretaker-relative or EMB, other than the parent or stepparent, is not
eligible for inclusion in the assistance unit if he receives a lunp sum
whi ch when added to other income of the assistance unit woul d cause
ineligibility based on the standard of assistance. The caretaker-
relative or EWB, other than the parent or stepparent, shall have a
period of ineligibility established for that individual by using the

[ unp sum plus that individual's net countable income divided by the
standard of need for an assistance unit of one.

The foll owi ng procedures are applicable in the treatment of |unp suns:

1. Det erm ni ng anobunt of lunp sumto be considered - Only the anount re-
ceived by an individual which is available for maintenance (lunmp sum
less directly rel ated expenses paid) shall be considered as incone.

Exanple 1: Ms. S. notifies the local agency that her claimfrom an
aut onobi | e acci dent has been settled. The settlenment was for
$2,000. She received fromher attorney, a check in the amunt of
$1,000. The check stub states $1,000 was deducted to cover |ega
and medi cal expenses. The $1,000 that she actually received shal
be considered as incone.
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A lunmp sumreceived by the parent(s) of a nminor caretaker or a
stepparent who is not included in the assistance unit will be considered
i ncone available to the assistance unit in the nonth of receipt only
(see 305.4.F.). Subsequent to the nonth of receipt, the renainder of
the lunp sumwi Il not be considered in determning eligibility for the
assi stance unit.*

A lunmp sumreceived by a stepparent included in the assistance unit wll
be considered in accordance with 305.4.C

3. The period of ineligibility - Once established, the period of
ineligibility may not be shortened due to changes in the client's
situation except in situations cited below ** Al nenbers of the
assi stance unit, including the excluded individual required to be
i ncluded in the assistance unit when the |unp sum paynment was received,
will be ineligible for the duration of the period of ineligibility.

Exception: Wen any one or nore of the follow ng situations has
occurred, the period of ineligibility nust be recalculated. |If the
recal culated ineligibility period is shorter than the one previously
established, the period of ineligibility nust be adjusted.

a. The standard of need has been increased since the period of
ineligibility was established. The increase may be the result of a
statew de increase in the standards of need or an addition to the
assistance unit of an otherw se eligible required unit menber,

e.g., a newborn, a child returning honme, or an individual who was
sanctioned at the time the period of ineligibility was established
whose sanction has now ceased. (Mwing fromone locality grouping
to anot her does not neet this condition.);

b. The assi stance unit incurs nedical expenses subsequent to receipt
of the lunp sum and the [unp sum nonies are used to pay these
expenses;

C. The lunp sum or a portion thereof, becones unavail able due to one

of the follow ng circunstances:

1) a nmenber of the assistance unit, or a relative of specified
degree living with the assistance unit, absconds with the |unp
sum noni es,

2) the lunp sum nonies are stolen and the theft is reported to
pol i ce,

* 45 CFR 233.20(a)(3)(xivV)
** 45 CFR 233.20(a)(3)(ii)(F)
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4.

Applications/reapplications when a lunp sum has been received - The
eligibility worker must evaluate prior receipt of a |lunp sum when maki ng
an eligibility determ nation of any application. The follow ng rules
are applicable when evaluating a lunp sumprior to a decision of
eligibility.

a. Any person whose needs were considered in establishing a period of
ineligibility will not be eligible for assistance until the period of
ineligibility has ended. Persons not considered in establishing the
period of ineligibility who are required assistance unit
menbers and ot herwi se eligible nust be added to the unit for purposes
of recalculating the period of ineligibility in accordance with
Section 305.4.C.3.a. The required unit menmber cannot receive TANF
assi stance as a separate case.

b. In situations where the recipient did not provide verification of
paynment or directly related expenses and the full anount of the |unp
sum was used to establish a period of ineligibility, subsequent
provi sion of verification of payment will not change the established
period of ineligibility.

c. A lunmp sumreceived prior to the nonth of application shall not be
eval uat ed.

d. A lunmp sumreceived during the nonth of application or at any tine
during pending status of the application shall be treated as income
in the nonth received and, if appropriate, a period of
ineligibility shall be established using the procedure in 2.b.1)
above. In this situation the period of ineligibility shall begin
with the month of receipt of the lunmp sum

e. Cases which are closed for failure to secure verification of |unp
sum payments rmust provide verification of the paynents prior to any
future recei pt of assistance. The period of ineligibility, even
though established at a later tine, shall begin with the nmonth of
recei pt of the lunp sum

f. Cases which are closed for reasons other than a lunmp sum and the
l unp sumwas reported prior to the effective date of case closure,
the period of ineligibility will begin in the nmonth follow ng the
nmonth in which the lunmp sum was received. (Refer to 305.4.C.2.)
[f, however, the lunp sumwas not reported prior to the effective
date of case closure, the period of ineligibility shall be
established prior to any future recei pt of assistance. The period
of ineligibility, in this instance, shall begin with the month of
recei pt of the lunp sum

Sponsored Aliens - For the purposes of determining eligibility, the incone
of any person who sponsors an alien's entry into the United States on or
after Decenber 19, 1997, shall be considered to be the unearned inconme of
the alien.
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Pol i ci es applicable when the affidavit of support was executed on or

after

a.

Decenber 19, 1997, are as foll ows:

Count abl e I ncome of Sponsors - For purposes of deternining
eligibility, the income of any person who executed an affidavit of
support with respect to the alien and the spouse of any person who
executed an affidavit on behalf of the alien, shall be considered
to be the unearned inconme of the alien.

Termi nation of the Sponsor's Cbligation - The eval uation and use of
the incone of the sponsor and spouse of the sponsor nust continue
toward the TANF eligibility and benefit |evel of the imm grant
until the alien:

1) becomes a U. S. citizen through naturalization; or

2) has worked, or can be credited with, 40 qualifying quarters of
wor k, provided that the sponsored alien is not credited with
any quarter beginning on or after January 1, 1997, during
whi ch the sponsored alien receives federal public benefits.
(Refer to Appendix 4 to Section 305.); or

3) | eaves the U.S. or no longer holds permanent resident status;
or

4) di es or the sponsor dies.
Revi ew of I ncone of Alien Upon Reapplication - Wenever an alien

reapplies for TANF benefits, the worker must review the incone
attributed to the alien.

| ndi gence Exception - If a determination is made by the | oca
agency that a sponsored alien would, in the absence of the

assi stance provi ded by the agency, be unable to obtain food and
shelter, taking into account the alien's own inconme, any cash,
food, housing, or other assistance provided by other individuals,
i ncl udi ng the sponsor, the ampunt of income of the sponsor or the
sponsor's spouse which shall be attributed to the sponsored alien
shal | not exceed the anobunt actually provided for a period

begi nning on the date of such determ nation and ending 12 nonths
after such date.

The | ocal agency nust notify the Ofice of the U S. Attorney
CGeneral of each such determ nation, including the names of the
sponsor and the sponsored alien involved. The witten notification
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exi sting court order for support, or a Virginia birth certificate with
the father's nanme exists in the case record, support received from such
person, if absent, nust be redirected to the State.

4. O her nonresponsi ble persons - Cash contributions from non-responsible
persons, such as cohabitants, are counted as incone in the amount
received or anticipated in establishing initial and continui ng
eligibility.

A cohabitant is a person cohabiting (as man and wife) with the parent of
the TANF chil dren.

F. Deening Inconme - In certain situations, the income of an individual |iving
in the home with the assistance unit nust be evaluated to determ ne what
amount, if any, nust be considered available to the assistance unit, or
deened, regardl ess of whether the incone is actually made avail able to the
unit. Income deeming is applicable to the foll ow ng persons:

- a stepparent living with the assistance unit who is not included in the
assistance unit. Incone of a stepparent will be deenmed available to the
child(ren) providing the natural or adoptive parent of the child(ren) is
also living in the home. Divorce termnates the stepparent's financia
responsibility, but not the degree of relationship.

- the parent(s) of a minor parent, when the mnor parent and parent(s) of
the m nor parent are |iving together

- an alien parent who is ineligible for assistance due to his alien status.

The procedures described below are to be used to determ ne the anmpunt
of incone that nust be deenmed available to the assistance unit.

1. St epparent Deemi ng Procedures - The Code of Virginia has been nodified
in regard to the stepparent deening procedure with the goal of keeping
famlies together.* The two-step procedure in a. bel ow nust be foll owed
to determine eligibility and the grant anobunt when there is a stepparent
in the home but not in the assistance unit and the parent is otherw se

eligible for inclusion in the assistance unit. |If the parent has been
excluded fromthe assistance unit due to any reason other than
failure/refusal to cooperate with DCSE, only Step 2 is necessary. |If

t he parent has been excluded due to failure/refusal to cooperate with
DCSE, the procedure in b. below is applicable.

a. Step 1 - Determining Eligibility of the Parent in the Hone -
Conput e the ampunt of the stepparent’'s incone available to the
assi stance unit by subtracting the following fromthe verified
anticipated gross nmonthly earned inconme (use net profit if from
sel f-enpl oynent) and gross unearned i ncone:

1) The first $90 of gross earned incone;

2) The standard of need at 100% for househol d nenbers clai med or
who coul d be cl ai med as dependents on the stepparent's federa
i ncome tax return, excluding nmenbers of the assistance unit.

* Code of Virginia, Section 63.2-6
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of dependents the stepparent has. Countable income is to be
deducted fromthe standard of assistance at 90% for the assi stance
uni t.

b. St epparent Deemi ng Procedure Used Wen the Parent in the Hone
Ref uses/Fails to Cooperate Wth DCSE - Wen it is determ ned that
the parent of the TANF child(ren) has failed or refused to
cooperate with DCSE, the stepparent's income nust be deened
avail able to the assistance unit, calculating the deemed anmount in
accordance with 305.4.F.1.a.1) - 4). The deened incone, in
addition to the income of the parent and child(ren) nust be counted
to determ ne the assistance unit's eligibility and grant anount.

Failure of the customer to verify the incone of the stepparent wll
result inineligibility of the case.

C. St epparent Deemi ng When the Parent I1s Not in the Hone Wth the
St epparent — Deeming stepparent income is not appropriate when the
parent of the TANF child(ren) is not living in the home, regardl ess of
whet her absence fromthe home is due to separation, divorce, or death.
The stepparent and the natural/adoptive parent will be considered
living together, regardless of absence due to mlitary duty,
enpl oynent, or other absences or conveni ence, as |long as they consider
thenselves to be living as husband and wife.

If the stepparent is included in a TANF assistance unit, policies and
procedures applicable to assistance unit nenbers apply instead of the
deemni ng procedures.

Note: A lunmp sum paynent received by an eligible child' s stepparent is
consi dered available to the assistance unit in the nonth of receipt only.

EXAMPLE #1:

Ms. P. is applying for TANF for herself and her 3 children. M. P
receives unearned incone in the ampbunt of $50 per nonth, and each of
the 3 children receives unearned incone in the amount of $50 per nonth,
as well. M. P.'s husband (not the children's father) is enployed and
earns $1,530 per month. M. P. has no other dependents.

1. To determine Ms. P.'s eligibility to be included in the AU

M. P.'s incone $1, 530. 00
Less $90 disregard - 90.00

$1, 440. 00
Less standard of need for 1 (group I1I) -174. 00
Anpunt deened available to Ms. P. $1, 266. 00
St andard of assistance for 4 person AU $ 382.00

Not e: The standard of assistance does not
i ncl ude the TANF Match Paynent.

Since the portion of M. P.'s income which is
deenmed available to Ms. P. exceeds the standard
of assistance for 4 persons, she is not eligible
to be included in the AU
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3.

Home Energy Assistance - Paynents nade directly to a household for home
heating or cooling provided by suppliers of hone energy, such as

el ectric and gas conpani es and fuel oil dealers, must be counted as

i nconme. * \Wen paynents are received jointly by a househol d conposed of
TANF and non- TANF i ndi vi dual s, including SSI recipients, the TANF
assistance unit's pro rata share, based on the total nunber of persons
in the household, nust be considered as inconme to the TANF unit.

The pro rata share of non- TANF and SSI individuals is not to be
counted.** Note: Paynents nmade through the Virginia Energy Assistance
Program admi ni stered by | ocal departments of social services are not
consi dered home energy assi stance and are di sregarded per Section
305. 4. A. 16.

Publ i c Assistance Benefits Received From Another State - It is
possi bl e for individuals who nove from another state to Virginia to
recei ve assistance fromboth states in the same nonth. However, the
assi stance paid by the state of prior residence nust be considered in
determining eligibility and benefit amount in Virginia. The anmount of
assi stance received by the assistance unit fromthe former state is to
be treated as unearned inconme in the nonth received.

Exanple 1: An applicant applies in Virginia on August 30 and receives a
grant from Pennsylvania for $100 i n Septenber which covers the period of
the | ast week of August and the first week of Septenmber. |If the
assistance unit is eligible for assistance in Septenber and the SOA is
$320, the $100 of unearned incone is subtracted from $320, for a grant

of $220.

Example 2: A Goup Il locality receives an application on Septenber 2
requesting assistance for a parent and two children. The fanily
received a TANF grant from another state on Septenber 1 for $100
covering the period Septenber 1-15, and the case is terminated in the
fornmer state effective Septenber 15. The agency determines eligibility
on Septenber 10 (date of authorization). The first paynent is

cal cul ated as foll ows:

$320 - $100 $220 - nonthly deficit
$220/ 30 $7.33 - daily rate
$7.33 x 21 days = $153.93 - prorated deficit
$153 grant (rounded down)

Royal ti es are consi dered unearned i ncone.

I nterest earned on cash assets in excess of $10 a nonth, such as a bank
account or certificate of deposit, is considered unearned inconme in the
mont h received (avail able) unless anticipated to be received | ess often
i.e., quarterly, annually, etc, in which case it nay be prorated over
the period earned if requested by the applicant/recipient. Policy in
Section 305.1. B.2 is applicable in determining if the income is
"reasonably certain" to be received and, if so, the nmethods available to
use to calculate the anticipated amobunt. Exception: Interest accrued
on exenpted VIDA or AFIA funds is not countabl e incone.

* 45 CFR 233.20(a)(3)(xivV)
** 45 CFR 233.53(c)(2) TANF Transmittal 23
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H Benefits and Services Received in Lieu of Income - When an applicant or
reci pient appears to be working but is not paid directly, the worker nust
determ ne whether there is an identifiable anmount that nmust be considered as
i ncome. Such arrangenents mnust be eval uated using the foll owi ng gui dance:

If the client performs services but receives no pay directly, and there is
an identifiable anbunt of incone that could be paid directly to the client,
count the identifiable amount as incone.

If the client perforns services but is not paid directly, and there is no
identifiable amount of income that could be paid to the client, no income is

count ed.
Exanpl es:
1. Situation #1: An applicant/recipient works for an enployer and, in
lieu of wages paid directly to the applicant/recipient, the
enpl oyer pays an expense on behal f of the applicant/recipient. In
this situation, there is an identifiable wage and even though it is
not paid to the client it nmust be counted as earned incone.
2. Situation #2: The applicant/recipient barters for services. There

i s an exchange of services for which no i ncone should be counted.
For exanple, an applicant or recipient receives shelter at no cost
i n exchange for babysitting and housekeepi ng services.

305.5 | NCOVE OF EXCLUDED CHI LDREN REQUI RED TO BE I N THE ASSI STANCE UNIT - Wen
a child is excluded fromthe assistance unit due to |lack of verification of
categorical requirenents for the child (See 201.1.A.), or when such child fails
or refuses to neet conditions of eligibility (See 201.1.B), that child' s needs
will not be included in the assistance unit. The earned and unearned i nconme of
that child, however, will be considered available to the assistance unit. The
earned incone disregards are applicable per Section 305.3.B. |If the child's

i ncome cannot be verified, eligibility for the assistance unit cannot be
established. (Refer to Section 305.1.E.3.)

If the child has been determ ned categorically ineligible to be in the assistance
unit, no part of his income will be considered available to the assistance unit,
unless it is actually nmade available to the unit. (See 201.12.A and D for
treatment of inconme of the child subject to the famly cap provision.)
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APPL| CATI ON AND
DETERM NATION OF ELIGBILITY 12/ 03 401. 1

401.1 BASI C REQUI REMENTS REGARDI NG APPLI CATI ON -

A

Request for Assistance - Federal regul ations* require that any individua
wi shing to do so shall have the opportunity to apply for whatever type of
federal assistance he chooses. This neans that no individual can be
denied the right to nake application for public assistance, even though
they may be potentially eligible in another federal program e.g., SSI
The worker shoul d assist the individual in selecting the appropriate
categories of assistance. It is nmandatory that the opportunity to apply
be freely available and that no obstacles to application be inmposed. An
inquiry,** which is sinply a request for information about eligibility
requirenents, is to be distinguished froman application. No case folder
is to be prepared for an inquiry and no case nunber assigned. An Inquiry
Book, or comparable record, nust be kept in each |ocal office for
recording the date and notice of each inquiry and the name of the person
seeking information.

A request for TANF nust include, if living in the same household, the
parent (s) and all minor siblings (both natural and adoptive) of the
dependent child for whom assistance is requested. The eligibility worker
wi Il assist the applicant/recipient in determ ning who nust be included in
the request for assistance. |If a child for whom assi stance is requested
is not eligible because categorical requirements are not net, he is a SSI
reci pient, he receives foster care mai ntenance paynents, he is a child
subject to the fanmily cap provision, or he is in a period of ineligibility
due to receipt of a lunp sumin a former assistance unit, he will not be
included in the assistance unit and his income will not be considered
avail able to the assistance unit.

VWhen a parent or sibling enters the household or circunstances change that
may require a parent or sibling living in the home to be included in the
assistance unit, his eligibility for inclusion in the assistance unit mnust
be evaluated. The new individual will be considered to be included in the
application as of the day he enters the household or, if already residing
with the unit, the day the individual's circunstances change requiring him
to be included in the unit. A newborn is considered to be included as of
his date of birth. The fanmly cap provision per 201.12 may apply to a
child born on or after May 1, 1996. |If the caretaker refuses to provide
the i nformati on about an individual required to be included in the
assistance unit, it may not be possible to determine the unit's
eligibility or payment.

* 45 CFR 206.10(a) (1) and (2)

** 45 CFR 206. 10(b) (2)
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B

Substantiation of Eligibility Factors

1

Initial Eligibility

The applicant nust be advised of the need to substantiate the
eligibility factors (e.g., categorical requirenents and incone) and
that he may have in his possession the necessary evidence to
establish eligibility. The responsibility of the eligibility worker
is to secure, evaluate, substantiate, and record the facts regarding
each element of eligibility, including the date of substantiation
and the method of securing the information. This information mnust
be entered into the applicant's ADAPT case file to the extent
possible. In addition, the worker nmust conpl ete the Permanent
Verification Log (032-03-823A) and either the Eval uation of
Eligibility Form (032-03-823) or the ADAPT Verification Form (032-
03-366) to record all other information obtained in evaluating
eligibility and the benefit anount.

At the time of application, there should be a joint decision between
the client and the worker as to how necessary verification will be
secured and who will assunme the responsibility for securing each.

If, after advising the applicant of the necessary information, the
applicant is reluctant or unwilling to provide verifications and
refuses to permit the worker to secure them the worker rnust
consider carefully with himhis reasons and explain that w thout the
required verification, eligibility cannot be established.

Exception: If the client is unable or refuses to provide
verification of categorical requirements for a child who is required
to be included in the assistance unit or if the child does not neet
the conditions of eligibility, that child will be excluded; however,
it may be possible to deternmine eligibility for the remaining

assi stance unit menbers.

If the client decides to assune the responsibility for obtaining the
required verification, he nust be advised that the information nust
be provided to the agency within ten (10) days and that failure to
do so may affect the decision of eligibility. |If the client cannot
obtain the necessary information, because of circunstances beyond
his control, and requests the worker's assistance in securing such

i nformati on, the agency worker nust then assunme the responsibility
for obtaining the needed verification
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VWhen the responsibility for obtaining verification has been assuned
by the worker, the client nust be advised that if the agency or
person from whom verification has been requested does not respond to
the request, eligibility cannot be established. In these
situations, the Notice to Cient of Action nmust be sent and the case
record docunmented to reflect attenpts made to obtain verification
Copies of all relative correspondence nust also be in the case
record.

If eligibility is established within the original 45-day processing
time, the original application date is protected when an application
is denied as a result of lack of required verification. The initia
application date nust be used if subsequent information
substantiates the applicant's eligibility. (See 401.3.F.5.)

Ongoing Eligibility

a. Interim Change Reports — Wien changes occur within the renewal
period that affect eligibility or benefit amount, the agency
nmust eval uate the change and take action to adjust the benefit
amount, if necessary. The agency nust meke adjustnments in
entitlenent and benefit anpbunt based on reported changes and
for changes the agency initiates.

The foll owi ng changes nust be reported by the assistance unit
foll owi ng case approval

1) Changes in address (a new physical or nmailing address);
and

2) Changes in incone that place the assistance unit’s
nmont hly i ncome above 130 percent of the federal poverty
| evel (FPL).

3) That an eligible child has left the hone.

Assi stance units must report the changes |isted above within
10 cal endar days fromthe date the unit knows of the change,
but the report is tinely if reported by the tenth of the

foll owi ng nonth. The 10-day period begi ns the day the change
becones known to the assistance unit. |[If the assistance unit
is uncertain of the exact date or the exact amount of incone
t hat has changed, the 10-day reporting period begins the day
t he change occurs. The change may be reported on the Change
Report form by tel ephone, face-to-face contact, by mail, or
electronically. The unit may also report a change of its
circunmstances with the filing of the InterimReport. Changes
may be reported by an assistance unit menber or any person
havi ng knowl edge of the assistance unit's circunstances. Wen
the report is nade by mail, it may not reach the | ocal agency
within the 10-day period. The assistance unit will have met
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the reporting requirement if the letter is postmarked within
the 10-day period. Substantiation of eligibility factors or
verification of any change requested by the worker nust be
provi ded by the recipient as soon as possible but no |ater
than 10 days fromthe date the information is requested.

VWhen a change in incone is reported or becomes known to the
eligibility worker, the agency must redeternmine eligibility.

If the recipient reports the change to any other person in the
agency, the information nust be shared with all other agency
staff involved in the case

VWil e the assistance unit is required to report only the
changes i ndi cated above, the agency nust act on al

i nformati on received. Additional changes requiring review of
a recipient's circunmstances, may be initiated by:

e Information secured in the course of the periodic
renewal of eligibility or reported on an Interim Report;
e Know edge of an anticipated change; and,
e Information received fromother sources, such as, but not
l[imted to, systems matches.

Any change in circunstances reported by the client during the
nmont h shoul d be docunented in ADAPT and in the case record.

Action will be taken according to Section 305.1, page 11.

Substantiation of Eligibility - The recipient nust be advised
of the need to substantiate eligibility factors whenever a
change is reported. Wen changes that affect eligibility or
payment anmount occur after the case has been approved, the
responsibility for the change lies both with the recipient and
the | ocal agency.

If required verification is not obtained or provided in tine
to prospectively deternmine eligibility for the next payment or
to conplete a redeterm nation by the due date, continuing

eligibility cannot be determ ned and the case will be
suspended for one nmonth only. |If verification is still not
provi ded, the case will be closed for the month follow ng the

nonth of suspension. (See 401.3.G.4.)

If verification is provided after the action to suspend has
been taken, the worker will reinstate assistance for the nonth
of suspension, if appropriate. O, if verification which
establishes continued eligibility is provided after action to
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cl ose has been taken but before the effective date of closure,
the worker will reinstate assistance effective with the nonth
cl osure was to occur

C. Addi ng Persons Required To Be in the Assistance Unit - The
assistance unit nust report a new unit menber when conpleting
a renewal or InterimReport. |If a new unit menber enters the

hone between renewals or InterimReport filing, the report is
considered tinmely provided the individual entered the hone
after the nost recent renewal or Interim Report was conpl et ed.
The change to add a person required to be in the assistance
unit nust be made by the agency within 45 days follow ng the
date the new menber was reported

1) Eligibility for Paynents — Once the agency has secured
verification of categorical requirements and conditions of
eligibility have been net, the individual's needs and
income are to be included in deternmning eligibility and
t he amount of future paynents.

If verifications and conditions of eligibility are
substantiated within the 45-day time frane for addi ng
persons or the 45-day period has passed and the agency
can docunent that the delay in providing categorica
verifications/nmeeting eligibility conditions was due to
good cause (beyond the assistance unit's control),
paynments begi nning with the date the change was reported
nmust be recal cul ated considering the individual's needs
and i ncone.

Regardl ess of whether the new individual's presence is
reported timely, if the required categorica
verifications are not provided or the conditions of
eligibility are not net until after the 45-day tine
frame established for adding the individual, and the
del ay was not due to good cause (beyond the assistance
unit's control), eligibility for retroactive paynments is
to be determ ned beginning with the date the | ast
required verification was received by the agency or
condition of eligibility was nmet. Any underpaynents
identified nust be corrected.

The above procedures will require the proration of the
first nonth's assistance in nost instances. (Refer to
Section 502.2.A.)

NOTE: Refer to 201.12 for the famly cap provision
whi ch affects newborn children, sone adopted children
and the child subject to the fam |y cap provision who
noves back into a parent's hone.
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2) Repaynent of Overpaynents - If the new individual was
not reported tinely, overpaynents may exist. Foll ow
procedures in Section 503.7.G. to calculate the anmount
over pai d.
Exanple: A parent enters the home on Cctober 15 but is
not reported to the agency until January 8 of the
followi ng year. The |last renewal was conpleted in
Novermber, one nonth after the parent entered the hone.
Al'l nmonths beginning with the nonth after the parent
entered the hone nust be eval uated for possible
over paynents.
d. Addi ng Ot her Persons - A request to add an individual not
required to be in the unit, such as a caretaker-relative other
than a parent or EWB, will be processed within the normal 45-
day application processing tinme frane, with eligibility
effective no later than the nonth follow ng recei pt of the
request per Section 401.1.I.
3. Eval uati on of Reported Information - To ensure the

applicant/recipient has provided all information necessary for the
wor ker to make a proper determination regarding eligibility, every
el enent on the SOF nust be discussed with the client at each
application or renewal.

Additionally, when a change is reported by the client, all elenents
related to the change nmust be reviewed to ensure continui ng
eligibility exists.

VWhen statenents, either witten or verbal, nmade by the client are
deenmed questionable, further evaluation of the client's
circunmstances is required. Questionable information will include,
but is not limted to, statenents which are:

a. i nconmpl ete or uncl ear;

b. i nconsistent with statenents previously made by the
appl i cant/recipient;

C. i nconsistent with information known by the |ocal agency.

I nconme v. Expenses - In situations where it is obvious the client's
nmont hl y expenses exceed verified income, the worker shall discuss
with the client how nonthly expenses are being net. The worker may
not require verification of the client's expenses as a condition of
eligibility. Furthernore, assistance nay not be denied or

term nated based solely on statenents made by the client. Rather
the worker shall take this opportunity to explore the client's
situation to determine if unreported income is avail able which

all ows the assistance unit to neet nonthly expenses.

* 45 CFR 233.20(a) (1) (V)
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The case record nust be clearly docunented to accurately reflect the
client's substantiation of his/her situation. |If the worker and the
client are unable to resolve the client's circunstances, attenpts to
do so nust also be docunented in the case record. It is inportant
to remenber, however, that assistance can only be denied/term nated
when incone is uncovered which, when verified, exceeds prescribed
limts or when the client acknowl edges he has unreported incone but
refuses to verify the source and/or anpunt.

5. Fol | ow Up on Suspected Unreported Incone - Wien the agency has
reason to believe that a recipient is receiving incone that has not
been reported, the eligibility worker will follow up on obtaining
information to substantiate the recipient's circunstances.

Community conpl aints, expenses exceeding incone, a history of not
reporting, and cases with individuals living with the assistance
unit whose i ncone woul d be deened avail abl e are exanpl es of the
situations which may indicate the need to solicit additional incone
information. Forms are available in ADAPT that nmay be used for this
purpose. The case record nust be docunmented regardi ng the agency's
reason for sending the incone form However, the incone formis not
an eligibility requirenent; therefore, negative action cannot be
taken for failure to return the form |f the agency chooses not to
use the incone form the case record nust contain docunmentation of
the attenpts to clarify the possibility of unreported incone.

Face-to-Face Interviews - A face-to-face interview by the eligibility
worker is required at the time of initial determ nation and at |east every
12 nonths thereafter. The face-to-face interview shall be used to obtain
verification and to secure informati on necessary to conplete the
application/redeterm nation process. The interview may be conducted in
the office of the local agency, the honme of the applicant/recipient, or a
pl ace agreeable to both parties. Hone visits may be deened necessary or
appropriate by the |local departnent.
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b. Al'l adult menbers of the assistance unit are disabled as
evi denced by receipt of incone payments, such as SSI or Soci al
Security Disability paynents. Refer to the Definitions
Section of the Food Stamp Certification Manual for a conplete
list of persons considered disabled for purposes of interim
reporting;

C. Al'l assistance units that are honel ess (lack a fixed address
and regular nighttime residence). Refer to the Definitions
Section of the Food Stamp Certification Manual for a conplete
definition of persons considered honel ess; and

d. Any adult nmenber of the assistance unit who is a mgrant or
seasonal farm worker (worker who has to travel to do farm work
and who is unable to return to his pernmanent residence in the
same day while doing farmwork on a seasonal or tenporary
basis). Refer to the Definitions Section of the Food Stanp
Certification Manual for conplete definitions of nigrant and
seasonal farmorkers.

e. Al'l payee cases where the payee is a specified relative other
than a parent or is a parent receiving SS|

Al'l other assistance units are subject to interimreport filing.

l. InterimReport Filing — An assistance unit that is required to file the
InterimReport must have a 12-nmonth renewal period. On or about the
twentieth of the fifth nmonth of the renewal period, the State Depart nment
of Social Services will create and mail the InterimReport to al
assistance units so identified by the EWin ADAPT. Upon identifying cases
due an InterimReport and producing the information for the Interi m Report
each month, the ADAPT systemw || suspend the case’'s eligibility. A list
of cases sent the Interim Report and a copy of the InterimReport for the

household will be available to the | ocal agency through the Data
War ehouse
1. Cient Responsibilities

The assi stance unit must conplete the InterimReport and return it
to the | ocal agency by the fifth day of the sixth nonth. If a
change in circunstances is reported, the assistance unit must supply
verification of the changed el enents. The assistance unit rmnust
provi de additional information or verifications as requested by the
| ocal agency within the tine allowed. In TANF only cases, the
caretaker (parent or specified relative with whomthe child is
[iving) or an authorized representative designated by the caretaker
must conplete the InterimReport. |In joint TANF/ Food Stanp
househol ds, the form may be conpl eted and signed by any responsible
househol d nenber or authorized representative.
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Agency Responsibilities

The | ocal agency nmust review the list of cases sent the Interim
Report against the returned forns. |If an assistance unit fails
to return the formby the fifth day of the sixth nmonth of the
renewal period, the agency nmust send the assistance unit another
formalong with the Interim Report Form - Request for Action
(032-03-649). The assistance unit will have 10 days fromthe
mail date to return the second Interim Report.

InterimReport Evaluation - The agency nust assess Interim Report
fornms received fromassistance units. Note: The assistance unit
does not need to subnit verification of self-enploynent or contract
i ncomre that has been averaged.

1

InterimReport Returned Tinely - If the assistance unit
returns the InterimReport tinmely and there are no changes in
ci rcunmst ances, the EWnust rescind the suspension and
reinstate the case in ADAPT. |If there is a change in
eligibility or grant anpunt as a result of information
received on the InterimReport, the grant must be revised and
an adequate notice sent.

InterimReport Not Returned Tinmely - If the returned Interim
Report is inconplete or |acks required verifications of
reported changes, the agency must send the Interim Report Form
— Request for Action (032-03-649), and the original Interim
Report to the assistance unit. The unit will have 10 days to
supply information, verification, or to conplete the form

The agency nust photocopy the inconplete InterimReport before
sendi ng the formback to the assistance unit.

The agency nust consider the report inconplete if:

. The formis not signed by an individual listed in
Section 401.3.1.1;

. The unit fails to submit verification of changed incone,
resi dency, or assistance unit nenbers;

. The unit fails to provide information needed to
determne eligibility or benefit Ievel; or

. The unit failed to address all questions.

If a conpleted InterimReport and required verification are
returned within the 10-day time frame, the EWnust make

adj ustments, as needed, to reflect information fromthe
InterimReport in eligibility or benefit anount effective the
seventh month. The EWnust notify the assistance unit of the
benefit cal cul ati on based on the InterimReport for the second
hal f of the renewal period and act to reinstate the case in
ADAPT after the evaluation of the InterimReport. The agency
must provide an adequate notice to notify the assistance unit
of the benefit cal cul ation
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The foll owi ng procedures are to be followed in preparing the Advance
Noti ce of Proposed Action Form

1. The formnust be nmailed to the recipient at |east 10 days, whichever
is deened appropriate in accordance with the definition of "tinely,"
before the action taken is effected.

a. When the action being taken is a reduction, neither the date
of mailing nor the effective date is included in the ten (10)
days.

Exanpl e: Advance Notice of Proposed Action is mailed on the
20t h day of June, indicating reduction of assistance effective
July 1.

b. When action is being taken to suspend or term nate benefits,
neither the date of mailing nor the date of nonissuance (the
first day of the following nonth) is included in the 10 days.

Exanpl e: Advance Notice of Proposed Action is nailed on
April 20, indicating that assistance will be tern nated
effective April 30.

2. The notice nust include a statenent of what action the agency
intends to take.

3. It nust include the reasons for proposed action. |If the proposed
action is to suspend assistance due to the inability to verify a
change in the client's circunstances (see Section 401.2.B.2.), the
Advance Notice of Proposed Action nust also include a statenment that
if necessary verification is provided, assistance will not be
reinstated if such verification renders the case ineligible

4, The specific policy citation requiring the proposed action nust be
entered.
5. In cases of grant reduction, the new anmount of the grant nust be
entered.
D. Action Requiring TANF Match Paynent Change Notice — A TWMP change notice
will be sent nonthly to each TANF case scheduled to receive a TMP in the

following nonth. The State Departnment of Social Services will send the
change notice only to the assistance units actually affected by the
change. The notice will include an explanation of fair hearing rights and
responsibilities.

Assi stance units nust receive the notice no |later than the benefit
availability date

E. | PV Notice Requirenents - Refer to Sections 102.5, 102.8 and 102.13
regarding notice requirenents relating to | PV policy and ADH procedures.
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F. Nei t her an advance notice nor an adequate notice is necessary when the
assistance unit fails to return a conpleted InterimReport, provided the
agency nailed the assistance unit an InterimReport Form — Request for
Action formand another InterimReport or the original inconplete form

401.5 | NFORVATI ON TO BE G VEN APPLI CANT/ RECI PI ENT -

In the process of determining eligibility, the worker nust provide the
applicant/recipient with the follow ng i nformation

a.

The applicant/recipient's responsibility to provide accurate and
conplete information to the best of his ability.

I nformati on Regarding Tinely Reporting of Changes

1

Applicants are responsible for reporting required changes
within 10 days of the date of the Notice of Action to approve.
Requi red changes that occurred after the face-to-face
interview, but before the Notice of Action to approve nust be
reported within this 10-day tinme frane.

Reci pi ents of TANF nust report incone changes when the tota

i ncome exceeds 130 percent of the federal poverty |evel based
on assistance unit size at the tine of approval or the Interim
Report evaluation, as outlined in Section 401.2.B.2

Reci pients are required to report address changes (a new
physical or mailing address) within 10 days of the change.

Reci pi ents nust report when an eligible child | eaves the hone.

VIEW participants are required to report changes in gross
count abl e i ncone of greater than 130 percent of the federa
poverty | evel based on size of the assistance unit, other
changes pertinent to participation in VIEW including changes
in the need for supportive services.

Assi stance units nust conplete an annual renewal, unless a
shorter renewal period is required by Food Stanps. In
addition, an interimreport nust be submtted by the sixth
nonth of the renewal period.
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Appl i cants/recipients nmust be advised of changes not required to be
reported that may increase benefits, such as |oss of incone and additiona
fam |y menbers in the hone.

C.

d.

Liability for failing to report changes.
Met hods of Reporting

The Change Report (032-03-051) nust be given, with an explanation of
its use.

Changes may be reported by tel ephone, in person, or in witing.

The agency's responsibility to conplete the application within 45
days fromthe date of application or make indicated changes in
amount of paynment as necessary.

The applicant/recipient's right to appeal if action is not taken on

his application or request for an increase within the required tine
period of if he is dissatisfied with the agency's action
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The requirenents with respect to nondi scrimnation
Soci al services provided by the agency.
Fam |y planning and early screeni ng, diagnosis, and treatnent.

Al'l applicants must be informed of the availability and

i nportance of preventive health screenings (EPSDT) for
children up to age of 21. EPSDT or Early and Periodic
Screeni ng, Diagnosis and Treatnent is a programthat focuses
on the early identification of health problenms through
periodic well-child assessnent, imunization and foll ow up
care to resolve any identified health problems. Al Medicaid
recipients up to the age of 21 are eligible to recei ve EPSDT
services. EPSDT does not require any additional enroll ment
procedures. Discussion about EPSDT services should be

suppl enented by reviewi ng either the EPSDT section of the
Tenporary Assi stance Prograns bookl et or the Departnent of
Medi cal Assi stance Services (DVAS) EPSDT brochure with the
applicant.

Most recipients will be enrolled in a Medicaid managed care
program and, as a result, should be encouraged to contact
their NMEDALLION Primary Care Physician (PCP), Health

Mai nt enance Organi zati on (HMO) or the MEDALLION Care Hel pline
at 1-800-643-2273. Non-managed care eligible recipients
shoul d al so call the MEDALLION Care Helpline to receive a list
of Medicaid enrolled doctors or clinics that provide EPSDT
services. The recipient should be inforned that
transportation is provided for EPSDT services at no

charge. |If the recipient has any difficulty accessi ng EPSDT
services or has questions or concerns about EPSDT or
transportation to an EPSDT provider, they should contact the
MEDALLI ON Care Hel pli ne.

You may al so contact the DMAS EPSDT program admi ni strator at
804-786-0194 if you have any questions or concerns regarding
EPSDT program policies or procedures.

The need to substantiate all eligibility factors.

The categorical eligibility requirenents and conditions of
eligibility for TANF

The requirenents regardi ng conposition of the assistance unit,
that required unit nenbers are considered part of the unit
even if application has not been nade on their behal f, and
that the client's failure or refusal to provide verification
of categorical requirenents for a child required to be in the
assistance unit, or the child' s failure to neet conditions of
eligibility, will result in the child s needs being excl uded
fromthe assistance unit but his incone will be considered
avail abl e to the remai ni ng assi stance unit nenbers.
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The provisions of cooperation in relation to the Child Support
Enf orcenent Program The client nust be informed of the
responsibility to assist the State or |ocal agency and the
consequences for refusing to cooperate, unless good cause for
refusing to cooperate has been determ ned to exist. The
applicant/recipient nust be given the opportunity to withdraw
the application or request the termnation of assistance,
before the next payment is issued. The appropriate notice
must be sent in either situation

Provi si ons regardi ng i ncome and the nethod by which income
will be counted; the |unp sum provisions including howthe
noney will be considered for future nonths (Section 305.4.C.),
and the provisions regarding casualty property |oss paynents.
Al so, the provisions for shortening the period of
ineligibility according to Section 305.4.C. nust be expl ained
when a case is closed due to the receipt of a lunmp sum

Provi si ons concerning treatnment of child care/incapacitated
adult care disregard as it relates to an individual's

enpl oyment status and eligibility determ nation (Section
305.3.B.6.). The applicant/recipient nmust be given the
opportunity to choose either the child care disregard or the
child care vendor paynent to the provider

St andard of assi stance

Under the VIEW Program the requirements of the program the
conditions for exenption fromthis requirement and that al
recipients will be notified via mail of specifics regarding
partici pation upon approval of their application
Additionally, the requirenment to report all changes relative
to VIEWstatus and the condition of eligibility to
participate, if required, nust be explained. See Section
901.2 for further details of explanation

Verification of Information - The applicant/recipient nmust be
advised that all factors of eligibility are verified and that
public records, such as Bureau of Vital Records and Health
Statistics, etc., are utilized in this effort. The
applicant/recipient should al so be advised that the records of
Vi rginia Enpl oyment Comm ssion (VEC) and Social Security are
peri odi cal ly checked for income.
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S. Upon recei pt of a notarized acknow edgenent of paternity form
notify the applicant/recipient that paternity has been
establ i shed.

t. The applicant/recipient nust be advised that if any individua
who is included in the A U does not have a SSN it nust be
provi ded or proof of application must be provided.

u. The applicant/recipient nust be advised that when current
support, greater than $50, is being collected by the Division
of Child Support Enforcenent, the TANF recipient nmay receive a
TANF Mat ch Paynent per Section 304.4.

V. Provi sions regardi ng conti nuati on of DCSE services foll ow ng
the term nation of assistance.

wW. The provisions described in Section 401.1.A. regarding the
single interview and joint application process for TANF and
food stanps must be explained to the applicant/recipient.

X. Provisions for transitional child care benefits per Section
401.7.
y. In situations where the assistance unit is honel ess, the

wor ker must explain the need for the caretaker to keep in
contact with the | ocal agency and/or frequently check the

mut ual |y agreed upon destinati on where correspondence and
checks will be mailed. The case record nust be docunmented to
reflect where the unit wants to receive notices and checks.

z. Provisions of the famly cap policy per Section 201.12
aa. 60-month limt on recei pt of TANF provision
bb. The applicant/recipient's right to voter registration services

in accordance with the National Voter Registration Act of
1993. Refer to Appendix II of Chapter 400 for applicable

pol i cy.

The worker nust explain that certain contacts, when appropriate, require
witten consent (i.e., doctors, banks, etc.).

In addition to being given the above information orally, the applicant
nmust be given the "Tenporary Assistance Prograns" bookl et (Form #032-01-
002), the "Virginia Mdicaid Handbook," and the "Child Support and You"
bookl et (Form #032-01-945). A recipient who indicates at the tinme of the
revi ew that he does not have a copy of the Tenporary Assistance Prograns
bookl et must be given a copy.

| MPACT ON MEDI CAI D

See the Medicaid Manual, Volunme XllI, to deternmine Medicaid eligibility for TANF
appl i cants/recipients.
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CASE NMANAGEMENT REPORTS 12/ 03 402. 1

402.1 I NCOVE ELI A BILITY VERI FI CATI ON SYSTEM (| EVS)

Section 1137 of the Social Security Act requires states to coordinate data
exchanges with other federally assisted benefit prograns and to use that

i nformati on when making eligibility determ nations for TANF recipients. The
federal statute requires that information obtained through these data exchanges
be verified by a third party, not the IEVS source, prior to inmpacting the
eligibility of the TANF case or the amount of benefits. The exception to the
prior statement is Social Security benefits. Chapter D, page 7, of the IEVS
Manual provides instruction to |ocal departnments of social services in the use
of the information obtained through IEVS. Local workers must conplete a Benefit
| mpact Statenment for each TANF case for which it receives an | EVS match

The Income Eligibility Verification System (I EVS) provides information by
runni ng matches of the client popul ati on against the files of other state and
federal agencies. These include:

- the Social Security Administration for SSI benefit information (SDX) and
earnings information fromthe Benefit Exchange Earni ngs Records (BEERS);

- the Virginia Enpl oynent Commi ssion for NEWH RE i nformation; and

- the Internal Revenue Service for unearned incone, such as interest
(RES).

The purpose of the matches is to determ ne whether available information is
known to the | ocal social services departnent.

I nformati on about SSI benefits fromthe SDX is considered verified upon receipt
because the provider of the benefits (SSA) is also the source of the
informati on. The |ocal agency nust take action to term nate, deny or reduce
benefits, including proper notices to the assistance unit, w thout needing
additional verification. |If the information, however, is questionable, the
agency nust resolve the discrepanci es before taking action

Information fromother I EVS matches is considered unverified. Prior to taking
action to term nate, deny or reduce benefits, agencies mnmust independently verify
t he amount of the asset or income involved, and whether the asset or incone is
or was accessible to the assistance unit.

The agency nust obtain i ndependent verification of information obtained from
| EVS by contacting the assistance unit and/or the appropriate source of the

income. |If the agency opts to contact the assistance unit, the contact nust be
inwiting, informng the assistance unit of the information received, and
requesting that the assistance unit respond within 10 days. |f the assistance

unit fails to respond in a tinmely manner, the agency nust send an advance notice
to suspend or ternminate the case. The agency may contact the appropriate source
of the information. Once independent verification is provided, either by the
assi stance unit or the source, the agency nmust properly notify the assistance
unit of the action it intends to take and provide the assistance unit with an
opportunity to request a fair hearing prior to any adverse action
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VI RG NI A DEPARTMENT
OF SOCI AL_SERVI CES TANF MANUAL CHAPTER 400

Virginia Legal Aid Projects 12/ 03 APPENDI X

VIRG NI A LEGAL Al D PROJECTS

See Food Stamp Manual, Volune V, Part XX, Appendix |, for a list of Virginia
Legal Aid Projects with addresses, phone nunbers, and areas served.
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PROVI S| ON REGARDI NG PAYNMENT 12/ 03 502.1

502.1 AMOUNT OF PAYMENT -

A. In the TANF Program - The ampount of the monthly paynment is the anmount of the
budget ary deficiency (the appropriate standard of assistance for the
assi stance unit, as specified in Section 304, |ess countable incone, as
specified in Section 305), plus the TANF Match Paynent, if any, adjusted to
the next | ower dollar, except as provided bel ow

1. Maxi mum Rei mbur sabl e Paynent in TANF - Because of linmitation in
State funds in the TANF category, the State Board has approved for
pur poses of reinbursenment to localities:

a. A ratabl e reduction in the standard of need for TANF

b. An overall maxi mum amount of payment established for each
group of localities, as shown in Appendix 2 to Section 304.

Any locality wishing to neet up to the full (100% standard of need
and/or to nmeet the full budgetary deficiency, even though in excess
of the maxi mum rei nbursabl e amount may do so provided (a) the ful
(100% standard of assistance is not exceeded in determ ning need,;
(b) the additional cost is paid fromlocal funds and (c) the
percent age of need met and/or the policy with respect to paynent
are used in all cases in the locality.

Note: When a TANF Match Paynent is included in the nonthly
paynment, and the TANF benefit, plus the TANF Match Paynent, exceeds
t he maxi mum for the assistance unit, the maximumw Il not apply and
the full amount of the conmbined paynent will be issued. However,

t he amount representing the TANF benefit must not exceed the
maxi mum for the size of the assistance unit.

2. M ni rum Paynment - |f the budgetary deficiency is |less than $10. 00,
no paynment is made. However, if an assistance unit's ineligibility
is based solely on this mninum paynment provision, the case will be

approved and retained as an active TANF case.
The m ni mum paynment rul e does not apply when a conbi ned paynent

(mont hly benefit plus TANF Match Paynent) is issued. The check
will be issued provided the conbined paynent is at |east $1.00.
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The receiving locality is responsible for conpleting a desk revi ew and
refl ecting any other changes affecting eligibility or paynent for the
first of the month following the month in which the transferring

locality specifies as the last nonth they will make paynment. This is
t he payment nmonth for which the receiving locality will assune
responsibility for the accuracy of the paynent. |[If the receiving
locality will not be approving the case, or will be approving it in an

amount | ess than the prior paynent, they are responsible for sending the
Advance Notice of Proposed Action to the client.

There are no circunstances under which it is pernissible for the
receiving locality to return the case to the transferring locality
(other than the recipient subsequently noving back to the origina
locality).
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C. Provision of Services - In protective situations referral to socia
services staff must be nmade, to assure protection of recipients, where
probl emrs and needs for services are obviously beyond the ability of the
protective payee to handl e.

D. Periodic Review of Need for Protective or Vendor Paynent - A review of
the need for protective or vendor paynents in behalf of children and of
the way in which a protective payee's responsibilities are being carried
out will be made as frequently as indicated by the individua
circunst ances and at |east every six nonths, or 12 nonths if
appropriate. This review can be coordinated with the eligibility
renewal . Wen the protective or vendor paynment is made in accordance
wi th Support Enforcement Program the reviewis only to assess the way
in which the protective payee carries out his/her responsibility. The
need for such payment is already established.

Appropriate controls are to be established by the |ocal departnment to
insure that cases are reviewed within the specified period. The case
narrative should include an evaluation of the situation at the tine of
review and a statenent of the basis for the decision at that time to
continue or to term nate protective or vendor paynents.

E. Term nation of Protective and Vendor Paynent - Provision is to be nade
for appropriate termi nation of protective or vendor paynents as follows:

1. VWhen the grantee-relative is considered able to manage funds in the
best interest of the children, there will be a return to noney
paynment status.

VWhen it appears that the need for protective paynment will continue
or is likely to continue beyond two years, because all efforts have
not resulted in sufficiently inproved use of assistance in behalf
of the children, judicial appointnent of a guardi an or persona
representative will be sought. Wen such an appoi nt nent has been
made, paynment will be rmade to the guardian or personal
representative

2. Protective or vendor paynments made on the basis of a caretaker-
relative's failure to cooperate in establishing paternity, |ocating
absent parents or in securing support, will be termnated with a

return to noney paynment status only when the caretaker-relative
conplies with these conditions of eligibility.

3. Protective paynents nmade on the basis of a caretaker's failed drug
test will be terminated after one year.

F. Ri ght of Appeal - Opportunity for a fair hearing will be given any
reci pient:

1. In relation to the deternmination that protective or vendor paynents
shoul d be made or continued, or
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B. The error was not the result of an anticipated change that was overl ooked.
C. The error was not the result of the client reporting a change that the

agency failed to foll owup on.
D. The error was not the result of failure to use avail abl e managenent tool s.

E. The case record nust be thoroughly docunmented regarding efforts to obtain
i nformation.

503.3 PERI OD SUBJECT TO REPAYMENT Overpaynents and paynents to ineligibles

whi ch shall be repaid to the State will be assessed for each nmonth (effective
April I, 1973) in which the recipient fails to report earned or unearned income
froma new source or other changes, such as conposition of the assistance unit,
etc.; for each nonth the agency failed to take appropriate action within the
time limt specified on a change reported by the recipient; or for any incorrect
payment which is identified by Quality Control

503. 4 COWPUTATI ON OF REPAYMENT Standards and policies which are in effect at
the tine of the inproper paynment shall be used in determ ning the anmount of
repaynent to be made. A standard and/or a policy is considered in effect in
relation to a specific case after the date when (I) a standard or policy has
become effective by State Board action in all cases or (2) a standard or policy
has becone effective in new and revi ewed cases and the particular case is (a) a
new case, (b) a case in which a reviewis due or (c) a case in which a change in
ci rcunmst ances has necessitated a partial review Exception

Recouprent /recovery policy in effect at the tine of discovery of the
overpaynent(s) is to be used in determning the ampunt to be repaid.

VWhen an overpaynment to an ineligible has been identified by the state or federa
agency, a report is submtted pronptly to the |ocal department. Ten (10)
wor ki ng days, fromthe date the report was sent to the locality, is allowed for
t he agency to concur or register its exception to the findings with the regiona
office utilizing the concurrence nenn. The regional office will provide an
opportunity for resolution of the differences and render decisions within thirty
(30) working days. The resulting decision is subject to appeal to central

of fice. However, only appeals in which the final decision was not made in
accordance with established policy will be accepted.
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3. Di scuss net hods of repayment with the individual. |If the individua
refuses to cooperate, secure a witten statenent fromthe individua
that he refuses to repay the overpaynent.

Once reasonable efforts to collect the overpaynent have proven to be
unsuccessful , the agency must docunent the case record with evidence that
further recovery efforts would equal or exceed the amount of the over-
payment. Such evidence may include the cost of staff time, the cost of

| egal /attorney fees, or any other evidence the agency has which
denonstrates that further recovery efforts would not be cost-effective.
The agency head, or his designee, will make the final determ nation as to
whet her further efforts would be cost-effective.

Retention of Information - The agency nust maintain information on

i ndi vi dual s no | onger receiving assistance who recei ved an over paynent
whi ch was wai ved, including overpaynments |ess than $35. The agency nust
initiate recoupnent procedures should one or nore of those individuals
again be found eligible to receive assistance.

Intentional Program Violation (IPV) - In situations involving a TANF VI EW
| PV, the agency nust nake every effort to collect the overpaynent

regardl ess of the anount; the overpaynment may not be waived. See Section
102 for policy on handling Intentional Program Violations (IPV)

503.7 - Calculating Overpaynents - There are several factors which nust be
consi dered when cal cul ati ng over paynents (IPV and non-1PV)

A

Determination of Continued Eligibility - Wen any change in circunstances
whi ch caused an overpaynment is still in effect at the time of discovery,
t he agency nust first prospectively determne the client's continued
eligibility.

Deternmi nation of Wen the Overpaynent Began - The worker is to deternine
when the overpaynent began and secure all verifications necessary to

cal cul ate the overpayment. The overpaynent began in the nonth the change
occurred if the source of the overpaynent is:

1. SSN or application for a SSN for a newborn

2. the receipt of a lunp sumwhich did not neet the reported tinmely
requi renent or when conbined with other incone is |Iess than 100% of
need,

If the overpaynment is the result of any other factor, excluding the
recei pt of a lunp sumwhich net the reported tinmely requirenent or was
equal to or nore than 100% of need, the overpaynent began the nonth
foll owi ng the nonth the change occurred.
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Assi stance paynents issued and paynent reductions del ayed as a result of
t he advance notice period are not overpaynments. Refer to the exanples
bel ow

Example 1: On April 27, Ms. Snith reports new enpl oynent. A prospective
determ nation reveals that Ms. Snmith's May incone is going to exceed
need. Due to the advance notice period, the worker cannot close the case
until June 1. The May paynent is not an overpayment.

Example 2: On August 5, Ms. Carter reports her new job. Although the
information is reported tinely, the agency fails to take action to reflect
the anticipated income for Septenber. Since the reason the Septenber
payment was not reduced or term nated was because of the agency's failure
to act and not the advance notice requirenment, the Septenber paynent is an
over paynent whi ch must be recouped/recovered.

C | npact _on Earned Incone Disregards Wen Cal cul ati ng Overpaynents - Wen
cal cul ati ng overpayments which are the result of the custonmer's failure to
timely report receipt of earned income froma new source, the earned
i ncome disregards are not to be allowed in the 185% or standard of
assi stance screenings or in determ ning the ambunt of the correct paynent.

The earned income disregards are applied in accordance with Sections
305.1.A and B. provided eligibility has not been exhausted, when
cal cul ati ng an over paynent resulting from

-the agency's failure to act on a change in earned incone which was
reported timely,

- any action which cannot be taken due to the advance notice period, or

- paynents issued pendi ng an appeal deci sion
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Only those nonths in which the $30 plus 1/3 or $30 disregard was actually
applied in determning the anount of assistance the custoner shoul d have

received will be counted in determ ning the appropriate nunber of nonths

of entitlenment to the disregard.

D. Support Rel ated Overpaynents - Wien an over paynent occurs which is the
result of the client's failure to redirect support, the client's needs are
not to be renmoved for purposes of cal cul ating the overpaynent.

E. Income Rel ated Overpaynents - The | ocal agency nust determ ne the correct
amount of the paynent the assistance unit should have received for those
nmont hs the assistance unit actually received an overpaynent.* Using
conversion factors of 4.3 and 2.15, if appropriate based on Section
305.1.B.2.b, screen the incone at 185% and at the standard of assistance
to determ ne the nonthly payment amount. In cases involving changes
required to be reported or paynents nmade pendi ng an appeal decision, the
| ocal agency nust determine the nonth that the overpaynent initially
occurred and all other nonths as foll ows:

1. If, due to a m sunderstanding or inadvertent error on the part
of the assistance unit, an assistance unit failed to report a
change in its circumstances within 10 days of the date the change
becane known to the assistance unit, the first nonth of an
overpaynent will be the first nonth in which the change woul d have
been effective had it been reported in a tinmely manner

In no event, however, may the |ocal agency determ ne as the

first nonth in which the change woul d have been effective any nonth
later than two nonths fromthe nonth in which the change in incone
occurred.

2. If the assistance unit reported a change within the prescribed tine
limts, but the | ocal agency did not act on the change tinely, the
first nonth affected by the | ocal agency's failure to act nust be
the first nmonth the | ocal agency shoul d have nmade the change
effective. Therefore, if an advance notice was required but was not
sent, the local agency nmust assune that the maxi num advance notice
period as provided in Section 401.4.C woul d have expired w thout the
assi stance unit requesting a fair hearing.

3. If prospectively ineligible, the full assistance paynment is an
over paynent.

4. If the prospective deternination renders the case eligible,
cal cul ate each nonth's overpaynent and apply earnings di sregards as
indicated in Section 503.7.c., if applicable.

F. Overpaynents Not Related to Income - If an overpayment is the result of any
factor other than incone, the overpaynent is to be based on the actua
circunstances of the case each nonth.
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Exanple: In June the worker discovers that an eligible child left the hone
on August 5 of the previous year. The child should have been reported no

| ater than Septenber 10. Overpaynents nust be cal cul ated beginning with the
Cct ober payment. The overpaynent anount is the difference between the grant
recei ved each nonth and the correct grant for the actual nunber of eligible
menbers living in the househol d.

Overpaynents Resulting fromlncorrect Conposition of the Assistance Unit
When it is discovered that an individual required to be in the assistance
unit is living in the hone, it nust be determined if an overpaynent
occurred. This determination is to be nmade as foll ows:

1. Redetermine eligibility for each month beginning with the nonth
followi ng the nonth the individual entered the hone or was required to
be in the assistance unit, including the individual's needs, and
actual income. Any resulting overpaynments nust be recouped/recovered.

2. If during the period in which the individual was required to be in the
unit he had no inconme or his needs exceeded his incone, an
under paynment has occurred only for the nonths in which all categorica
requirenents were net and the conditions of eligibility are
retroactively deemed to be net per Section 401.2.B.2.c. (See Section
503.9.)

H. Total support collected by DCSE, as identified on the Notification Report,
nust be deducted from TANF over paynents.

Exanpl e: A $354 TANF paynment was made for the nonth of April which
i ncluded a $100 Match Paynent. The anmpunt subject to recoupnent is $254,
m nus total support collected by DCSE in April (the nonth the overpaynent
occurred), which was $75; therefore, the April overpaynent is $179.

l. In localities neeting the standard of need, only the standard of
assi stance State/federal share of the TANF overpaynent is to be reported
to Financial Managenent. Each locality is then responsible for recovery
of the local share of the overpaynent directly fromthe client.

J. Calculating a VIEW Overpaynent — A VI EW overpaynent occurs when a VIEW
partici pant receives a paynent or purchase on his behalf which is an
amount greater than what he is eligible for or for which he is ineligible
as a result of the client withholding or providing fal se information

The worker nust determine if the participant is still eligible for
services and determne the correct cost of the services that the
partici pant would continue to receive.
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2. In situations where the client has earned incone, unearned i ncome, or
any conbi nation thereof, in addition to his assistance payment, part
or all of the assistance paynent nay be recouped as |long as the
assistance unit retains at |east 90 percent of the standard of
assi stance when the total gross inconme, the anmpbunt of the current
grant is considered.

a. Deternmi ne the anpbunt of the overpayment.

b. Conbine all gross incone (no earned incone disregards apply) and
the current grant.

C. Det ermi ne what 90% of the standard of assistance for a famly of
equal size in the sane locality would be. This represents the
amount of noney the client nmust have available to live on.

d. The difference in Step b. and c. represents the client's ability
to repay the overpaynent.

The nonthly assi stance paynment will be reduced according to (1) and (2) above
until such tine as the overpaynment has been repaid. |f, however, incone and/or
cash reserves have been counted in establishing the client's ability to repay,
recovery of the overpaynent may al so be acconplished through voluntary
repaynent. This option is to be offered to the client prior to initiating a
recoupmnent .

I f recoupnent reduces the grant to zero, the case will be retained as TANF
eligible with no noney paynent.

B. Recovery consists of making arrangements with a former or current
reci pient for voluntary repaynent of all or a portion of the overpaynent
even though the client may no longer be eligible for assistance. |If a

former recipient fails to make the voluntary repaynent, the agency nust
initiate action under Section 63.2-512, Code of Virginia, to collect the
amount as a debt. Failure or refusal of a current recipient to

voluntarily repay the overpaynent will result in court action only when
recoupnent is not possible and, thus, precludes pronpt correction of
over paynents as described in 503.7D, i.e., no grant fromwhich to recoup

due to a deficit of less than $9.50.

C. RESPONSI BI LI TY FOR OVERPAYMENTS — The al | owabl e anpbunt of recoupnent or
recovery of the overpaynent fromthe client is limted to the total anount
of the overpaynents.

1. When TANF benefits are overpaid, the caretaker-relative of the
assistance unit at the tine the overpaynent occurred shall be
primarily responsi ble for repaynent of the overpaynent. |If that

particul ar caretaker-relative is not available, and his whereabouts
are unknown, then the overpaynment is to be recovered fromthe
remai ni ng nenbers of the assistance unit.
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applied) in order to receive underpaid benefits. Additionally, when the agency
di scovers that a household was incorrectly denied/termnated, the forner
applicant/recipient nust provide verification that the assistance unit was
actually eligible for each month subsequent to the incorrect denial/termnation
An underpaynent will only be cal culated for each nmonth such verification is
provi ded.

VWhen it is learned that an underpaynment has been made as a result of any (client
or agency) error, there nmust be correction of the prior underpaynent by
repaynent to the client as foll ows:

1. The total allowable repaynment to the client shall be the
amount of the under paynents.

2. Retroactive repayment of prior underpaynents shall be made
either in one lunp sum paynment or by nonthly install ment
paynments to the client until the full allowable repayment is
made. The met hod of payment is to be selected by the |oca
agency.

3. The retroactive corrective paynent shall not be considered as
i ncomre in determ ning need and the anount of the continuing
assi stance paynent for which the recipient is eligible in the
month in which it is paid or the next followi ng month. The
TANF maxi nrum paynment may be exceeded by the anpbunt of such
corrective payment.

The agency nust al so correct outstandi ng underpaynments to forner recipients who
have reapplied and are found to be eligible.

The above instructions are not applicable when a corrective paynent is nade as a
result of an appeal to the State Board or a court decision. |In such cases, the
terns of the State Board decision or court order apply.

At the time a grant is made or increased for the purpose of correcting a prior
under paynent, the recipient nust be inforned in witing of the purpose of this
speci al all owance; the anpbunt and the period for which it will be nade; and the
fact that it will automatically ternminate at the end of the specified period.

If this is done and the recipient, at the time the special allowance is

term nated, appeals within the advance notice period, assistance need not be
continued in the original anmount.

503. 10 OFFSETTI NG OVERPAYMENTS AND UNDERPAYMENTS - | n cases which have both an

under paynent and overpaynent, the agency will offset one against the other in
correcting the payment.
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701. 3 ASSI STANCE UNI T TANF- UP

A The assistance unit is required to include one abl e-bodi ed natural or
adoptive nother and one abl e-bodi ed natural or adoptive father, with at
| east one child in common and all nminor siblings of that child(ren) who
neet the categorical requirenents listed in Section 201.1.A.

If one or both parent(s) neet the exenption criteria at 901.2 C. or D.
the case is a TANF case, not a TANF-UP case.

Note: If the only child in common is ineligible due to 201.12, the
assistance unit is still a TANF-UP assistance unit.

B. If, after receipt of TANF-UP benefits, one parent |eaves the hone and
anot her parent enters the hone who has a child in common with the
custodi al parent and who qualifies for TANF-UP, a new assistance unit is
establ i shed.

701.4 FINANCI AL CRI TERI A

A Al'l countabl e earned and unearned i ncome of the assistance unit will be
consi dered in determ ning financial need.

B. The case is to be closed if the inconme of the assistance unit causes

ineligibility.
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801.1 PURPOSE

The di versionary assi stance program was established by HB 2001, passed by the 1995
CGeneral Assenbly. Authorized by Section 63.2-617 of the Code of Virginia, this
programis intended to prevent potential TANF recipients from becom ng ongoi ng
TANF recipients. |If inmediate intervention with short-termaid will resolve a
crisis situation and prevent the need for ongoing TANF, the assistance unit may be
granted di versi onary assi stance.

801. 2 SCREENI NG

The worker nust explain the diversionary assistance programto all TANF
applicants. The worker must screen all TANF applicants for eligibility for

di versionary assistance at the tine of application to deternine if the applicant
has an energency, and whet her diversionary assistance can resolve it. |If so, the
eligibility worker should determne if the client will volunteer for such a
paynment if otherw se eligible.

801.3 VOLUNTARY

The eligibility worker and the applicant nust di scuss the appropriateness of

di versionary assistance to the applicant's situation. |f the applicant neets the
eligibility factors for diversionary assistance, he may deci de whether or not to
recei ve diversionary assistance rather than TANF. Receipt of diversionary
assistance is voluntary and in every case requires the witten consent of the
applicant. All applicants for diversionary assistance nmust first sign the

Accept ance of Terms of |ssuance for Diversionary Assistance to be approved.

801. 4 ELIGE BI LI TY FACTORS

Only applicants may be approved for diversionary assistance. Current recipients
of TANF are not eligible. The applicant nust verify all of the follow ng factors
and the worker nust document the case record accordingly before an assistance unit
can receive diversionary assistance:

A The applicant is eligible to receive TANF. A child is eligible for TANF by
nmeeting the TANF requirenents in Section 201.1 A. (categorica
requi renents). The conditions of eligibility in 201.1 B do not have to be
met to be eligible for diversionary assistance. The parent or
caretaker/relative shall be eligible for TANF unl ess one of the exceptions
specified in 302.6 D or E is applicable. The caretaker/relative does not
have to neet the conditions of eligibility (provision of a social security
nunber, VIEWparticipation, conpliance with the school attendance
requi renent, and cooperation with DCSE). However, if the caretaker/relative
is under a VIEWsanction, the assistance unit is ineligible for diversionary
assistance. Note: Case closure due to failure to sign the Agreenent of
Personal Responsibility is not a VIEWsanction. Therefore, a diversionary
assi stance case may be approved after a case was closed for failure to sign
t he Agreenent of Personal Responsibility.

B. The assistance unit neets TANF income limts;

C. The assistance unit has a temporary | oss of incone or delay in starting to
recei ve inconme; (such a |loss of incone cannot be a | oss of TANF benefits) and

D. The worker determ nes that diversionary assistance will resolve the energency.
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801.5

DETERM NI NG THE AMOUNT OF THE PAYMENT

The armount of the paynment is based on the i medi ate needs of the applicant.
However, the payment cannot exceed the total TANF paynents that the recipient

woul d

otherwi se be eligible to receive in four nonths. The anmount of assistance

i s the maxi num TANF anmount for four nonths or the anpunt of the needs of the
applicant, whichever is less. Local agencies shall strive to provide the nost
cost-effective appropriate solution to the one-tine emergency. To determ ne the
amount of the diversionary assistance paynent, follow these steps:

A

801.6

Cal cul ate a maxi mum di versi onary assi stance amount - Compute the nonthly
grant anount counting any ongoi ng i ncone, such as social security incone.
Inconme froma term nated source, or that has not started, is not considered
ongoi ng for diversionary assistance purposes. Miltiply the grant anount by
four.

Determ ne the needs of the assistance unit - Docunent the case record as
to the needs covered and the verified cost of providing for each need.
The ampunt can cover several different needs and can include itens such
as, but not limted to, shelter paynents, utility paynments, and
transportati on assi stance.

Choose the nost cost-effective appropriate solution to the applicant's
needs. For exanple, if the emergency has created a need for
transportation, the agency nmay cal cul ate the cost of bus tickets versus
the price of repairing a car

Conpare the amounts in A and B - The |l esser amunt of A and Bis the
amount of the diversionary assistance paynent.

Example: Ms. Z applies for diversionary assistance for herself and two
children. Her car broke down, and she is unable to get to work. As there
is no countable incone, the nmaxi num she can receive is $1,280 ($320 x 4 =
$1,280). There is no other transportation available, and Ms. Z needs her
car to get to work. M. Z provides verification the repairs to her car
will cost $900. Since $900 is | ower, the worker shoul d approve

di versi onary assi stance of $900.

PERI OD OF I NELI G BI LI TY

If an assistance unit receives a diversionary assistance paynent, it shal
be ineligible for TANF for up to 160 cal endar days beginning with the date
that the diversionary assistance is issued. (For paynents by FMF, the

begi nning date is the date the worker conpletes the FM~.) To determ ne the
period of ineligibility follow these steps:

1. Deternmine the nonthly anount of TANF for which the applicant is
eligible. If an IPV has been comitted, exclude the disqualified
i ndi vidual's needs. Follow IPV procedures in Section 102.3. A

2. Di vide the amount determined in Step 1 by 30. This is the daily
anmount of assi stance.

3. Di vide the diversionary paynment anount by the daily anmount determ ned
in Step 2 to determ ne how many days are covered in the payment anount.

Round up to the next whol e numnber.
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VI EW partici pants do not have earned income screened at 185% and the standard
of assistance. They may receive $30 and 1/3 disregard, $30 disregard,
standard work deduction, and child or adult care costs as stated in 305.3 as
di sregards. The exceptions to allow ng disregards in 305.3 also apply. Wen
t he TANF paynment is suspended due to non-conpliance with the VI EW program the
suspensi on does not interrupt the accunmul ati on of the four consecutive nonths
of the $30 plus one-third disregard or the eight months of the $30 disregard,
and these nmonths apply in the consecutive nmonth count.

Exanpl e: A case has used 3 nonths of the $30 and one-third disregard (July —
Septenber). The third VIEWsanction is inposed effective Cctober 1. October
counts as the fourth nonth of the $30 and one-third disregard, and the $30

di sregard begi ns for Novenber

To cal cul ate the VI EWpaynment (TANF grant), the eligibility worker must follow
the steps in Appendix 1 to this chapter. The TANF Match Paynment is not
considered in cal culating the VI EW paynent.

The standard work deduction, the $30 plus one-third of the renminder and the $30
di sregard are not applicable for a period of one nonth, in instances where the
change in incone is not reported tinely per Section 305.1.F.1.a. (See Chapter
900, Appendix 2, page 5, for an exanple.)

See Chapter 900, Appendix 1 for the VIEW Grant Cal cul ati on, Appendix 2, for VIEW
I ncone Exanpl es, and Appendix 3 for the Federal Poverty Level table.

A TANF recipient who enters the VI EWprogram erroneously, i.e., the recipient
did not report earnings that he received or expected to receive prior to
entering VIEWthat woul d have nade the case ineligible for assistance using the
185% and standard of assistance i ncone screenings, nmust have continuing
eligibility determ ned by using 185% and standard of assistance screenings (see
Section 305.1.A.) If the case does not pass the 185% and standard of assistance
screeni ngs, the case nmust be closed as soon as administratively possible. If
the case is eligible at the standard of assistance screening, the VIEW grant
calculation is appropriate for the nmonth followi ng the nmonth in which the
earnings were reported to the agency. Overpaynents shoul d be cal cul ated per
503. 7.

Note: For a case that contains an individual who is a VIEWparticipant, the
VI EWgrant cal culation applies to the total countable earnings of all required
assi stance unit menbers.

901.8 VEHI CLE VALUE LIMT — Repeal ed effective Decenber 1, 2003.
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901.9 TVENTY- FOUR MONTH LIM T FOR TANF ELIG@BILITY - An assistance unit
participating in the VIEWProgramis linted to twenty-four nonths of TANF
eligibility. The twenty-four nonths of eligibility is an accunul ated peri od of
time, which includes any nonth that an individual was a nandatory partici pant on
the first day of the month. The tine clock is counted automatically by ADAPT
triggered by the date the Agreenment of Personal Responsibility is signed and
entered by the eligibility worker.
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901. 13 TRANSI TI ONAL BENEFI TS - When a VIEWcase closes, the fanly nmay be
eligible for Medicaid and up to one year of, child care, transportation, and
enpl oyment and training.* Receipt of Medicaid during the VIEW 12-nonth
transitional period does not affect calculation of the 24-nonth period of
ineligibility. Eligibility criteria for transitional benefits are found in

A Medi cai d Manual Volunme X111, Section M)320.306 (Low Income Fanmilies with
Children (LIFC)) and ML520.500 (Extensions of Medicaid Coverage), for
Medi cai d;

B. Child Care policy manual for transitional child care;

C. TANF Manual , Chapter 1000, for transitional transportation and

transitional enploynent and training.

901. 14 FULL EMPLOYMENT PROGRAM - The Full Enpl oynent Program (FEP) is
subsi di zed, training-oriented enpl oyment which replaces the TANF and Food Stanp
benefits of a participant. The TANF grant and the Food Stanp allotnent are
diverted to a wage pool from which the enployer is reinbursed up to the ful
amount of the conbi ned benefits. The enpl oyer pays the recipient wages for
hours wor ked t hrough the enpl oyer's regul ar enpl oyee payroll

A TANF GRANT DI VERTED TO WAGE POOL - The eligibility worker nust suspend the
paynment to the recipient when notified by the VIEWworker of the FEP
pl acenent. The TANF grant anount that is diverted to the wage pool for
the duration of the FEP contract nonths is "frozen" at the anount the
assistance unit received in the first of the nmonth paynent for the nonth
the VI EWworker places the recipient in FEP. The "frozen" grant means
that the anmount of the grant does not change during the FEP placenent no
matter what changes occur in the assistance unit. Diversion of the grant
to the wage pool continues through the nonth in which the FEP pl acenent
ends.

B. TANF ELI A BILITY DURI NG FEP PLACEMENT - A participant will remain eligible
for TANF for the period of the placement in the subsidized job. If a
redeterm nation is due anytine during the FEP placenent, the eligibility
wor ker must change the date of the reviewto coincide with the [ast nonth
of the FEP placenment. A redeterm nation nust be done that nonth to
determine eligibility for TANF after the placenent ends.

The recipient is required to report changes during the FEP placenent. The
eligibility worker must update ADAPT with changes. |If the redetermination is

not due the last nmonth of the FEP placenent, ongoing eligibility nust be
prospectively determ ned for the nonth foll owing the placenment, taking into
account any changes that occurred during the placement. Any wages received from
enpl oyment that are no | onger subsidized nust be counted.

The eligibility worker cannot issue a paynment to the recipient for any nonths
included in the FEP placenment. Only retroactive paynents for a nonth prior to
the FEP pl acement can be issued. Central Ofice Financial Managenment will issue
t he enpl oyer subsidy check and the recipient supplenent (if appropriate) for
nmont hs included in the FEP payment.

*2002 Acts of Assenbly, Appropriations, Item 354C
TANF Transnmittal 23



THE VIRGINIA INITIATIVE
FOR EMPLOYMENT NOT
WELFARE PROGRAM (VIEW) TANF MANUAL

APPENDIX D
12/03 PAGE 1

VIRGINIA INITIATIVE FOR EMPLOYMENT NOT
WELFARE (VIEW) ANNUAL PLAN
State Fiscal Year 2004
July 1, 2003 to June 30, 2004

Submitted by:

(Name of Local DSS)
Virginia Initiative for Employment
Not Welfare (VIEW) Coordinator:
(Signature) (Date)
(Print Name)
Local Director:
(Signature) (Date)

Date Received by the Virginia Department of Social Services:

TANTF Transmittal 23



THE VIRGINIA INITIATIVE

FOR EMPLOYMENT NOT
WELFARE PROGRAM (VIEW) TANF MANUAL
APPENDIX D
12/03 PAGE 2
VIEW Annual Plan
Table of Contents
Page Numbers
Purpose of the Plan i
State Fiscal Year 2004 VIEW Annual Plan Instructions iii - iv
L. VIEW Program Description 1
A. VIEW Population 1
B. Employment Needs 1
C. Labor Market Trends 1
D. Community Work Experience (CWEP) 1
E. Full Employment Program (FEP) 1
F. Job Retention, Job Upgrade and Job Follow-up 1-2
G. Welfare -to- Work 2
H. Working With The Hard - To - Serve Population 2
I. Hardship Exceptions 2-3
J. Management and Monitoring 3
Mailing Instructions 3
II. VIEW Program Participation Summary - Attachment A 4-5
I1I. Contracts and Interagency Agreements Summary - Attachment B 6
IV.  Employment Services Staff Report - Attachment C 7

TANF Transmittal 23



THE VIRGINIA INITIATIVE
FOR EMPLOYMENT NOT
WELFARE PROGRAM (VIEW) TANF MANUAL

APPENDIX D
12/03 PAGE 3

State Fiscal Year (SFY) 2004 VIEW ANNUAL PLAN

Purpose of the VIEW Annual Local Plan

VIEW continues to be the centerpiece for Virginia's welfare reform program. The
program is designed to assist participants in obtaining employment. The goals of the
program are to:

= Offer Virginians living in poverty the opportunity to achieve economic

independence by removing barriers and disincentives to work and providing
positive incentives to work;

* Provide Virginia families living in poverty with the opportunities and work

skills necessary for self-sufficiency;

= Allow Virginia families living in poverty to contribute materially to their own

self-sufficiency;

= Set out the responsibilities of and expectations for recipients of public

assistance and the government; and

= Provide Virginia families living in poverty with opportunity to obtain work

experience through VIEW.

The VIEW plan provides each agency the opportunity to show how they have
planned and evaluated strategies to meet the above goals for the next fiscal year,
beginning July 1, 2003. The plan has a variety of purposes. It serves as a document to
assist agencies in planning for the provision of services based on the allocation of funds
from the state. It also serves as a monitoring tool for the state. Information from the
local agencies can be shared as best practices. Agencies' projections will assist the
planning efforts of the state.

Instructions are included. Local agencies may attach their Standard Operating
Procedures (SOPs) to reduce or eliminate having to provide redundant information.
Column L has been added to Attachment B, to identify vendors providing services for
Job Retention and Wage Advancement Projects. On Attachment A, item Q a break down
is requested for transitional employment and training.

The Annual Plan is due to Central Office by August 1, 2003.

TANF Transmittal 23
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VIEW Annual Plan
Instructions
1. VIEW Program Description

II.

Review Section I and answer the questions. If the agency's SOPs (Standard Operating
Procedures) include the information asked for in the VIEW Annual Plan, you may refer
to the SOPs rather than restating the same information. If any answers refer to the SOPs,
attach the SOPs to the Annual Plan. When referring to the SOPs be specific. (For
example, see SOPs page 5, paragraph 2, item #1).

Program Participation Summary - Attachment A

Enter the agency's FIPS, the agency's name, a contact person's name, and phone number.
The contact person is the person who completes the annual plan. The date submitted is
the date sent received by Central Office. The fiscal year is 2004. Leave the revision
number blank unless the agency is submitting a revision to the plan for the same fiscal
year. All of the counts on Attachment A are annual projections for the period of July 1,
2003, to June 30, 2004.

Annual Projections - Attachment A
1. VIEW Participants

For item 1.A, enter the total number of VIEW participants the agency expects to
serve from July 1, 2003, to June 30, 2004. Do not include participants receiving
transitional services.

For item 1.B, enter the total number of VIEW participants the agency expects to
enter into employment for the period July 1, 2003, to June 30, 2004.

Item 1.B.1 is the number of participants the agency expects to enter into part-time
employment.

Item 1.B.2 is the number of participants an agency expects to enter into full-time
employment.

2. Components

Review the listed components A through P and enter the total number of VIEW
participants the agency expects to serve in those components from July 1, 2003, to

June 30, 2004.
TANF Transmittal 23
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I11.

IVv.

In item Q, Transitional Services, enter the total number of participants the agency
expects to provide transitional services to from July 1, 2003, to June 30, 2004. For
number 1, 2 and 3 enter the number of participants the agency expect to provide
transitional employment and training, transitional child care and transitional
transportation services.

Hard-To-Serve

For A, enter the total estimated number of participants with barriers to
employment that the agency expects to serve from July 1, 2003, to June 30, 2004.
This is a count of all clients who may have at least one of the listed barriers under
the heading Hard-To-Serve. This is an unduplicated number.

For items 1 through 8, enter the number of participants the agency expects to
serve that may face the specific barriers. These numbers may be duplicated
because participants may have more than one barrier. Add the numbers for items
1 through 8 and enter the sum in item 9.

Hardship Exceptions

For item 4.A, enter the number of participants the agency expects to reach their
24-month time limit for the period of July 1, 2003 to June 30, 2004.

For item 4.B, enter the number of requests for Hardship Exceptions the agency
expects to receive for the period of July 1, 2003, to June 30, 2004.

For item 4.C, enter the number of Hardship Exceptions the agency expects to be
granted for the period of July 1, 2003, to June 30, 2004.

For item 4.C.1 through 4, enter the number of Hardship Exceptions the agency
expects to be granted by reason for the period of July 1, 2003, to June 30, 2004.

Contracts and Interagency Agreements Summary -Attachment B

List each activity for which the local agency has a contract or an agreement on
Attachment B.

Employment Services Staff Report - Attachment C

Record the number of positions the agency has and the percentage of time that a position
works with the VIEW Program.

TANF Transmittal 23
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L. VIEW Program Description
A. VIEW Population:
1. Briefly describe the VIEW population in your locality.
B. Employment Needs:
1. Describe the employment needs of the VIEW population in your locality.
C. Labor Market Trends:
1. Describe the current and anticipated labor market trends in your locality.
D. Community Work Experience (CWEP):

1. Describe the process for developing sites. Who is responsible for the
development of sites? How many have been developed?

2. Describe the process for matching participants with the CWEP
sites. List all of the agency's CWEP sites that the agency has a current
contract with. What is the nature of work done by participants at the site?

3. Describe the process for monitoring work experience placements and indicate
who has responsibility for monitoring.

E. Full Employment Program (FEP):

1. Describe how your locality will utilize this activity.

2. What strategies have been used for marketing and development of the sites?
3. How is the monitoring of placements be accomplished?
F. Job Retention, Job Upgrade and Job Follow-up:

In order to ensure participants are able to earn wages that will allow them to be
self-sufficient after receipt of 24-months of Temporary Assistance for Needy
Families (TANF), localities must develop strategies which allow participants to
retain jobs and improve their monthly earnings during their participation in the
VIEW Program. Below, please describe the strategies used to improve job

retention and earnings.
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1. Describe the process which the agency uses to assist participants in

retaining employment.

Describe the activities in your job readiness classes that are designed to
facilitate job retention and upgrade.

Describe the process the agency uses to provide job follow-up assistance to
participants to identify and address problems which could lead to termination.

Describe supportive services available in your locality and how they are
delivered to employed participants to enable them to look for and obtain better
paying jobs and/or promotions.

Describe how the agency will determine if the participant voluntarily
quit a job without good cause.

G. Welfare-to-Work:

Describe the criteria used to determine which clients will be referred to the
Welfare-to-Work Program and the referral process.

Describe any strategies the agency has developed to encourage this
population to actively participate in the WIA Program.

Describe the process of monitoring VIEW clients' participation in this
program.

H. Working With The Hard-To-Serve Population:

1.

2.

Describe the characteristics of the hard-to-serve in your locality.
Describe the agency's plan to work with the hard-to-serve.

Describe the resources in your area that your agency utilizes in serving the
hard-to-serve population.

Describe the flow of your program for the hard-to-serve when

their is suspicion of substance abuse, a learning disability or any other
situation the client may have that is a barrier to obtaining and retaining
employment.
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5. Describe how your agency tracks a hard-to-serve client's progress.

6. Describe how your agency has partnered with other organizations and
agencies in your service area to serve the hard-to-serve.

I. Hardship Exceptions:

1. Describe the process the agency uses for determining eligibility for hardship
exceptions and indicate who is responsible for the determination (individual
worker or panel).

2. Describe any special services provided to participants receiving extended
TANF benefits due to a hardship exception.

3. Describe who is responsible for obtaining hardship determination evaluations
and providing them to the Regional Consultant.

J.  Management and Monitoring:

1. Describe the procedure for ensuring that participants will be assessed within
thirty days of the eligibility referral. How is this tracked and who is
responsible for tracking?

2. Describe how the agency is ensuring that all VIEW participants are in a work
activity by the 95t day of referral from the eligibility worker. Who is
responsible for tracking this?

3. Describe how the locality ensures that all clients are continually
assigned to a work activity.

4. List your contracts and the services each contract provides. Describe the
locality's process for monitoring contracts. How are the expenditures tracked
and how often? Who is responsible for developing and monitoring contracts?
(Do not list fees in this response. Attachment B requests fees and other data.)
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5. Describe how the agency tracks the annual plan to determine if performance
measures are being met. Who is responsible for tracking the performance
measures?

II. VIEW Program Participation Summary - Attachment A
Please follow the enclosed instructions for this section on pages iii and iv.

III.  Contracts and Interagency Agreements Summary - Attachment B
It is very important to capture the data and information regarding contractors and the
services they provide that assist clients in the VIEW Program. Please complete
Attachment B to provide this information.

IV.  Employment Services Staff Report - Attachment C
Attachment C is used to capture information on the staff and their position titles. It is
also used to review the breakdown in caseloads when workers are working with more

than one program.

The completed plan must be sent to Chris Raines, Program Consultant, TANF Unit, 730 E.
Broad Street, Richmond, VA 23219.
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VIEW PROGRAM
PARTICIPATION SUMMARY
ATTACHMENT A FIPS#

Local Agency Name
Contact Person

Phone #

Date Submitted
Fiscal Year 2004 Revision #

From 7/1/03 To 6/30/04

Annual Projections

Participants

1. VIEW PARTICIPANTS

A. Total # of VIEW Participants

B. Total Participants Entering Employment

1. Part - time Employment

2. Full - time Employment

2. COMPONENTS

A. Job Search

Job Readiness

Education (ESL)

Education (GED)

Education (ABE)

Education (High School)

Post Secondary - Associate

Post Secondary - 4 Year Degree

Job Skills Training

On-the-Job Training (OJT)

Work Experience (CWEP)

Other Locally Developed

Job Development and Job Placement

B.
C.
D
E.
F.
G
H. Post Secondary - Certificate
L.
J.
K
L.
M
N
0)

Inactive
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Attachment A continued

P. Pending (Not Employed)

Q. Transitional Services

1. Transitional Employment /Training

2. Transitional Child Care

3. Transitional Transportation
3. HARD TO SERVE
A. Total # of Participants w/Barriers

1. Substance Abuse

Learning Disabilities

Domestic Violence

Physical Disabilities

Mental Retardation

Language Barriers

Mental Illness

Other (List)
9. Total # of Barriers

4. HARDSHIP EXCEPTIONS

A. Participants That Will Reach the 24-
Month Time Limit
B. Participants Requesting a Hardship

C. Participants Who Will Be Granted
A Hardship
1. Actively Seeking Employment

Sl e A R Bl el B

2. Factors Relating to Employment
Unfavorable

3. Extension to Complete
Education and Training

4. Lost Employment Due to
Factors Unrelated to Job
Performance Inactive
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VIEW Annual Plan

Attachment B

Contracts and Agreements

Agency

Separate reimbursable contracts will be developed for VIEW even if the same contractor is used.

For each activity for which the local agency has a contract or an agreement list enter on the form below.

Contracts and Interagency Agreements Summary

FY 2004

(A) (A1) (B) ©) (D) (E) (F) ©) (H) 0} D) (K) (L)
Contractor/ Component Fixed Fee | Performance Cost Number Contract Public Non- Private For Contract Job JR/WA
Agency FB Based Based Served Amount profit Profit Period Placements
Totals

(A)
(A1)

(B)

List Contractor/Agency by Name.
Faith Base Organization (Place an x in the box)
List Component/Service by Type.

(C-E) Enter "yes" or "no" .

()

Enter the number of clients served.

(G)  Enter applicable Amount to be paid to the contractor.

(H-I) Enter "yes" or "no"

) Effective Contract Dates (From: xxxx To: xxxx).

(K)  Number of planned job placements, if appropriate.

(L) Enter Yes or No. Does this provider provide services for Job Retention
/Wage Advancement projects?

€0/Cl

¢l 4Dvd

d XIdNdddV

(MATIA) AVIDOIYd TAVATdM

TVANVIN ANV.L

LON INHINAOTINH 404
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VIEW Annual Plan
Attachment C Agency FY 2004

Employment Services Staff Report
Position Title % VIEW % Other Programs
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TANF MANUAL — PROCEDURES 12/ 03 | NTRODUCT1 ON

The followi ng charts outline procedures for deternmining eligibility and anmount
of payment. They are divided into sections in relations to Manual Sections as
fol | ows:

Section I Categorical Eligibility Requirenents
(Section 201)

Section IV The Assistance Unit (Section 302)

Section V (Obsolete) Property (Section 303)

Section VI Requi renent Itens (Section 304)

Section VII I ncone (Section 305)

Section IX ESP/ VI EW (Section 900)

Section X Non- Cooperation with

Wth DCSE (Section 201)

In the charts the left hand columm lists each eligibility factor, with the
Manual reference, and the facts which nust be established in relation to each
factor. The right hand colum lists the acceptabl e methods of substantiating
each fact, in the order of their acceptability, and, as applicable, nethods of
conput ati on and procedures to be followed. Wen witten statenents are not
specified, oral statements are acceptable, provided the source is identified
and the statement quoted in the record.
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SECTION |1V
Page 4

Facts to be Established

Subst anti ati on and Procedures

2.

Caretaker if not parent 2.
I nclude if:
a. he/ she requests assi stance;
and
b. is not receiving SSI and/or
AG and
C. is in need
d. is acitizen of the U S

or an eligible alien as
defined in Section 201.7 A.2

Do not include if:

e. needs nmet by spouse in hone.

Car et aker not parent

a. Client’'s statenent or

b. Agency know edge.

C. Verify income by nethods
described in Section VII.
If net incone (gross, |ess
wor k expenses) equal s
al I owabl e i ndi vi dual
requi renents, caretaker
cannot be incl uded.

d. Verify as for parent-caretaker
(Section IV B.1.b.)

e. I f caretaker states spouse
living in home cannot
support, nust detern ne net
i ncome (gross, |ess work
expenses) of spouse (unless
spouse is SSI or AG
recipient). Deternmne his
ability to support his wfe
(TANF car et aker) through
use of the full (100%
standard of assistance
based on the nunber of
persons he is primarily
responsi bl e for supporting
(hinmself, his wife and
t hei r dependent children
if any) and appropriate to
the locality group. |If his
net income equals or
exceeds the full standard,
his wife (TANF car et aker)
cannot be included in the
AU. If his net incone is
| ess than the ful
standard, the caretaker is
i ncluded in the AU
Support available fromthe
spouse i s established by
conparing his net incone to
the full standard of assis-
tance for the nunber of his
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Facts to be Established Subst anti ati on and Procedures

Resources — Repeal ed effective Decenber 1, 2003.
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TANF MANUAL - PROCEDURES 12/ 03 SECTI ON VI
Facts to be Established Subst anti ati on and Procedures
V. STANDARD OF ASSI STANCE VI . STANDARD OF ASSI| STANCE | N
I N TANF TANF
A Standard of Assistance A. Standard of Assistance
(304.1)
Nunber of persons Identify locality group from
I n assi stance unit Appendi x 1 to Section 304.
In (302.2)
Use figure for number of persons
in AU for appropriate locality
group from Appendix 2 to Section
304.
For agencies neeting the standard
of need, use appropriate figure
from Appendix 2 to Section 304.
B. Total Allowabl e |ndividual B. Total Allowable |Individua
Need Need
(304. 2)
1. Amount al | owed for 1. Di vide the appropriate
needs of one individual standard of assistance by
in AU t he nunber of persons in

the AU to determ ne the
prorata share of each
person in the unit. This
prorata share is the tota
al | owabl e i ndi vi dual need.
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TANF MANUAL - PROCEDURES 12/ 03 Page 4
Facts to be Established Subst anti ati on and Procedures
B. Unear ned | ncone B. Unear ned | ncone

1. Di sregards: 1. Di sregards:

Al'l unearned income specified in Di sregard all unearned income
Section 305.4.A. is disregarded. in this section
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SECTI ON VI |
Page 5

Facts to be Established

Subst anti ati on and Procedures

B. Unear ned | ncone

d. Vet erans benefits for educa-
tional purposes of individual 18
or ol der.

2. Soci al Security and & her
Benefits - (305.4.B.)

Amount of monthly benefits received
except as shown in a. and b

(bel ow).

d. (1) Verify by award letter
or benefit payment check
(2) Verify if the VA Educationa

Grant is the individual's only source
of assistance for education. If VA
is the individual's only source of
assi stance for education, disregard
the allotted anbunt of the benefit
for that individual. No further
verification is required.

(3) If the individual is also a
reci pient of a grant, |oan, or

schol arship, and it is verified that
the VA benefit is used to help
purchase one or nore of the
following items, the entire allotted
amount of the benefit for that

i ndividual is disregarded: Tuition
books, fees, equi pnent required by

t he school, transportation to and
fromschool if nore than one nmile
away, or child care services if
necessary for school attendance.

2. Social Security and O her
Benefits (VA, Black Lung, RR
Retirement, Unenpl oynent
Conpensati on, Wrknmen's Conpen-
sation, etc.)

Verify by:

Docurments in client's possession -
Award |l etter or notice
Benefit payment check

O her sources -

Social Security Adm nistration

(Form 1610 OR TPQY QUERY
RESPONSE)

Veteran's Admini stration

RR Retirement Board

UMW Uni on

Va. Enpl oynent Conmm ssion

Wor kmen' s Conpensati on Board

I nsurance Conpany or Fraterna
Organi zati on

Conf eder at e Pensi on Board
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| NDEX
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Page 1

SUBJECT

Absence of a Parent fromthe
Hone/M litary Service

Addi ng I ndi vidual to Assistance Unit (AU)
Newbor ns- Soci al Security Number
(obt ai ni ng a SSN#)

Par ent

Addi ng an Individual with Income

Adequat e Noti ce

Admi ni stration

Admi ni strative Disqualification Hearings

Age

Agreenent of Personal Responsibility
Al i enage
Alien - Sponsor's Income
I neligible
Al'i nony
Amount of Paynent
Anti ci pated | ncone

Appeal s and Fair Hearings

SECTI ON/ PAGE( S)

201.5b, p. 2b

401.1, p. 1; 401.1G p.3-4;
401.2, p. 2b-2d

201.8, 1
401.1, p. 3; 401.2, p. 2b-2d

©

305.1, p. 10; 401.2, p. 2b
401.4; p. 7-8

100.2; p. 1

102.4 - 102.14

201.1, p. 1; 201.2, p. 3b
Procedures I

901.4A; 901.5, p. 5-6

201.7, p. 1-1g;
Procedures I, p. 7-7h

305.4, p. 32-33a
201.7, p. la; 305.4, p. 34

305.4, p. 36; 602.3, p. 2
502.1, p. 1-2
305.1, p. 4-6

104.1 - 106.6; 401.5, p. 9a-11
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TANF MANUAL | NDEX
12/ 03 Page 2
SUBJECT SECTI ON/ PAGE( S)
Application
Application: Basic Requirenents 401. 1,
Dat e of Application 401.1, p. 3G
Dat e of Authorization 401.1, p. 3l
Deat h of Applicant 401.1, p. 53
Ef fective Date 401.1, p. 4H
Face-to- Face Intervi ew Requirenents 401.2, p. 1; 401.3, p. 4
Inability to Locate Applicant 401.1, p. 5
Ineligible the Month Processed 305.1, p. 8
Option to Up-date Current Application 401.3, p. 5
Processing Ti ne Standard 401.1, p. 2-3
Verification of Information 401.6, p. 12a
VWho Must Be incl uded 401.1, p.1
Wt hdrawal of Application 401.1, p. 431
Application Benefit Delivery Automation 100 Appendix |
Proj ect (ADAPT) Verification Form (033-03-366)
Assi gnment of Rights 201.9, p. 1
Assi stance Unit (AU 302.1; 302.6, p. 2-4c;
401.1, p. 1
Tenporary Assi stance for Needy
Fam | i es- Unenpl oyed Parent ( TANF- UP) 701.3, p. 2
M nor Parents (Compl ex Unit) 302.7, p. 5-6
Multiple Goups of Children (Conplex Unit) 302.7, p. 6-6a
Aut hori zed Representative 401.1, p. 1la
Begi nni ng Date of Assistance (BDQA) 401.1, p. 4; 502.2, p. 3
Birthday G ft of Incone 305.2, p. 12
Budgeting I ncome - Prospectively 305.1, p. 3
Cal cul ating Monthly Income 305.1, p. 6a-8
Care and Control, M nor Parent 302.7, p. 5-6
Caretaker - Definition 302.2, p. 1
Cat egori cal Requirenent
Tenporary Assi stance for Needy
Fam lies (TANF) 201.1, p. 1
TANF- UP 701.1. p. 1
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12/ 03 Page 3
SUBJECT SECTI ON PACE( S)
Changes
| ncone 305.1, p. 9-10
I nformati on Revi ewed on Application 401.1, p. 2D
Parent Returns Hone 401.2, p. 2b-2d
Refl ecting the Change in the Case 401.2, p. 2a-2d
Renovi ng | ncone 305.1, p. 9a
Renovi ng Persons with | ncone 305.1, p. 10
Suppor t 602.5, p. 6
Time Frame for Reporting 305.1, p. 9; 401.2, 2a-2c;
401.6, p.11
Verification Tinme Frane 305.1, p. 9a; 401.2, p. 2a

Child Care Disregard

Chil d Support Disregard ($50)

Child Care - Transitiona
G fts of Incone

Citizenship

Conpl ai nt's

Cohabi tant Contri bution

Conditions of Eligibility
For Chil dren

For Parents

For Virginia Initiative For Enploynent
Not Welfare (VIEW
Confidentiality

Cooperation with Division of Child
Support Enforcenent (DCSE)

305.3, p. 18-19

305.4, p. 24; 602.3, p.1l-1a;
Procedures VII, p. 9

401.8, p. 13

305.2, p. 12

201.1, p. 1, 201.7, p. 1;
305.4, p. 35;

Procedures I, p. 5-6

101.2, p. 1-2

305.4, p. 37
Procedures VII1, p. 9

201.1, p. 1-1a; 201.8, p. 1;
201.9, p. 1;

201.11, p. 6; 801.1, p. 1
201.1, p. la; 201.8, p. 1;
201.9, p. 1;

201.11, p. 6; 801.4, p. 1
901.1, p. 1

103.1, p. 1

201.10, p. 1-2b
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SUBJECT

Di sregarded -
Earned | nconme
VI |
O her | ncone

Unear ned | ncone
St udent | ncome

Di versi onary Assi stance
Amount
Eligibility
Peri od
Pur pose
Screeni ng
Vendor
Vol unt ary

Di vision of Child Support Enforcenent (DCSE)

Notification Report
Support Col |l ected

Ear ned I ncone
Counted in Cal cul ati ng Paynent
Di sregarded
Di sregards
Di sregards Not Al l owed
Exceptions to Al owi ng D sregards
How to Cal cul ate Monthly Anmpunt
Profit
Reporting
Verification

Educati onal Loans

Eligibility - Initial
Eligibility - Ongoing
Emer gency Assi stance

Enmer gency Payee

SECTI ON/ PAGE( S)

305.3, p. 15-21; Procedures

305.4, p. 22-24b;
Procedures VI, p. 9-11
Procedures VI, P. 4-5
305.3, p. 15-16;
Procedures VI, p. 1

801.1 - 801.8, p. 1-3
801.5, p. 2

801.4, p. 1

801.7, p. 3

801.1, p. 1

801.2, p. 1

801.8, p. 3

801.3, p. 1

601. 1- 602. 5

602.5, p. 4-6

305.4, p. 24; 305.4, p. 46;
602.5, p. 4-6

305.3, p. 13

305.1, p. 3-6; 701.4, p. 2

305.3, p.18; 305.4, p.22
Procedures VI, p.1
305.3, p. 16;

Procedures VI, p. 3
305.3, p. 20-21

305. . 20-21

305. 6a- 8

305.3, p. 14

305.1, p. 10-11
Procedures VI, p. la

Wk W

Procedures VII, p. 4-5

401.2, p. 2
401.2. p. 2
203.1-203.4; 502.1, p. 2

502.4, p. 4a
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SUBJECT SECTI ON PACE( S)

Emanci pat ed

By Courts 302.6, p. 2; 601.2, p. 3

By Marri age 302.6, p. 2; 601.2, p. 3
Exceptions to Al owi ng D sregards See Earned | ncone;

305.3

Exchange of Information 103. 2
Excl uded Children 302.6, p. 2a
Excl uded Parent (s) 302.6, p. 3-4

Excl uded Caretaker/Rel ative Ot her than Parent 302.6, p. 4a-4c

Face-to- Face Interview 401.2, p. 2-3; 401.3, p. 4
Failure to Report Tinely
AU Changes 401. 2, p. 2b-2c
| nconme 305.3, p. 21
Rel ated to Over paynents 503.7, p. 2-2c
Fair Hearings 104. 1-106. 6; 401.5, p. 9a-10
Fam |y Based Soci al Services 403.1, p. 1
Fam |y Cap 201.12, p. 7-8; 302.6, p. 3
401.2, p. 2d
DCSE Referrals 601.2, p. 2
Informati on G ven Appli cant/ Reci pi ent 401.6, p. 12h-13z
Fifty ($50) Support Disregard 305.4, p. 24 & 36; 602.1, p. 1
602.5, p. 4;
Procedures VII1, p. 9
Federal Poverty Level Appendi x 3, Chapter 900
Fl uctuating I ncone 305.4, p. 22
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SUBJECT

Fr aud

Fugi tive Fel ons
Ful | - Ti me Enpl oynent
Fundi ng

Good Cause/ Non- Cooper ati on

Grant Cal cul ati ons

Grants and Loans to Students

Guar di an

Heari ngs

Horme Defi ned

Home Visits

| nruni zat i ons

| nproper Payments

I ncapacitated Adult/Child Care Disregard
I ncone

Anti ci pating
Babysitting | ncone

Benefits and Services in Lieu of |ncone

Cal cul ati ng Monthly Income

Counted in Cal cul ati ng Paynent

O Excluded Children

O her Cash Incone

Prospective Determ nations/ Screeni ng
Sel f - Empl oymnent

Verification

| ncone - Excl uded Children

SECTI ON/ PAGE( S)

See Intentional Program
Violation
102.1, p. 1

103.2, p. 1
305.3, p. 18-19
100.3, p. 1

201.1, p. la; 201.10, p. 1-6;
Procedures X

Appendix 3 to 305; 901.7, p. 7

305.4, p. 22 & 24a
Procedures VII, p. 4-5

502.7, p. 9
104.1-106.6; 401.5, p. 9a-11
201.5, p. 2-3

401.2, p. 2f

201.1, p. 2-3

503.1, p. 1

See Earned Income - Disregards
305.3, p. 18

305.1, p. 4-6

Procedures VII, p. 2-3
305.4, p. 45

305.1, p. 6a-8

305.2, p. 12

305.4, p. 34; 401.2, p. 2
Procedures VII, p. 9-10
305.1, p. 1

305.3, p. 14;

Procedures VII, p. la-2
305.1, p. 8-9;
Procedures VII, p. la-2,
p. 4-5

305.5
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Page 8

SUBJECT
| ncome Tax Refunds

Income Eligibility Verification System (IEVS)

| EVS Reports
I ncone vs. Expenses

Information to be Gven dient

| nheri t ances

Inquiry for Information

Intentional Program Violation (IPV)
| PV Di squalification Penalties
| PV For s

Interest |ncone

InterimReporting

I ntervi ews
Face-t o- Face (Redeterm nati on)
I nt ake

Job Cor ps

Job - Secured Enpl oynent

Joi nt Processing Tenporary Assistance and

Food Stamps (TANF & FS)
Job Training Partnership Act of 1982 (JTPA)
Base

Legal

Legal | y Responsi bl e Persons

SECTI ON/ PAGE( S)

305.

402.
201.

401.

401.

4, p. 23

1

8, p. 1b

2, p. 2e

6, p. 11-13;

Appendix I to 600

See

401.

102.

102
102

305.

Lump Sum Payments

1, p. 1

1, p. 1-3; 102.5, p. 3a
.3, p. 2

.2, pP. 2

4, p. 243

Procedures VII, p. 10

401.

401.
401.

305.

See
305

See

401.

305.

100.

302.

.1, p.

3 H-J

3, p. 4

2, p. 1-1la

3, p. 15; 305.4, p. 23

Changes - Income;
9-10

Single Interview;

1, p. la

3, p. 15; 305.4, p. 23
1, p. 1

7, p. 6; 601.3, p. 4-5
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SUBJECT
Li vi ng Arrangenents
M nor Parent

Living in the Hone

Loans

Localities - G ouping
Lottery W nnings

Lunmp Suns

Match Payments

Maxi mum | ncone Chart
Medi cai d
Medi cal Exans
M grant and Seasonal Farm Workers
M ni mum Paynment (Non- nobney paynent)
M nor Par ent

Assi stance Unit

Care and Contr ol

Deened | ncome
Fam |y Cap

Li vi ng Arrangemnent s/ Resi dency Requirenents

Protective Paynments

Mul tiple Groups of Children

Need - Total Allowable
New Appl i cation Requirenents

New Ear ni ngs

SECTI OV PAGE( S)
201.5, p. 1-5
201.5, p. 3-5
201.1, p. 1; 201.5, p. 2-3;
701.1, p. 1;
Procedures I, p. 4-5
305.4, p. 24b
Appendix I to 304
305.4, p. 25
305.4, p. 25-32

304.4, p. 2, 502.1, p.1,
Procedures VI, p. 1

Appendix I to 305

401.7, p. 13

304.3, p. 2
305.1, p. 5

502.1, p. 1

302.7, p. 5-6

302.7, p. 5-6

305.4, p. 41-43

201.12, p. 7-9

201.5, p. 3-5

201.5, p. 5; 502.7, p. 7d

See Assistance Units
302.1; 302.6, p 2-4c
401.1, p. 1
304.2, p. 2
401.3, p. 5

305.1, p. 9-9a
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SUBJECT
Newborn Chil dren
Adding to AU
SS# Requi r emrent

Non- Di scri m nati on

Non- Cooperati on w th DCSE

Noni mmi gr ant Admi ssi on Codes

Noti ces and Notification
Adequat e
Ti mely

Notification Report

(from DCSE of Current Support)

Overdue Redetermnination
Over paynment s

Paternity - Establishing
Payee

Payment
Amount

Hol d Harnm ess Paynent

| ssuance Date
Met hod

S

Peri od Covered by Paynent

Proration
Protective and Vendor

Period of Ineligibility
Lunmp Suns
Virginia Initiative f
Not Welfare (VIEW

Persons Essential To Wel

Prohi bited Practices

Payment s

or Enpl oynent

Bei ng ( EV\B)

SECTI ON/ PAGE( S)

401.1, p. 1; 401.2, p. 3-4
201.8, p. 1

101.1, p. 1

201.10, p. 1-5a

Appendix 1 to 201

401.

401.

602.

401.

508.

601.

302.

502.

4!

11

©

p.

7-8

7, 401.4, p. 8-9
4-6

5d

1 - 503.10, p. 5
1

502.4, p. 4-4a

1

304.1, p. 1a;
Procedures VI, p. 1-2

502.
502.
502.
502.
502.

305

901.

51

~NDNDDN W

.4,

p.

T T T T O

4a-5
4
3-3a
3-3a
7c-10

29-31la

11, p. 9a

302.5, p. 1;
Procedures 1V, p. 5-6

401.2, p. 2f
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SUBJECT SECTI ON/ PAGE( S)
Prospecti ve Budgeting 305.1, p. 3-9
Protective Paynents See Paynent
502.1, p. 1
Put ati ve Fat her 305.4, p. 36a-37; 602.3, p. 2-
3
Qualified Alien 201.7, p. 1
Exception to the Requirenent 201.7, p. la; Procedures I, p.
7d
Questionabl e I nformation 401.2, p. 2d
Recoupnent / Recovery 503.8, p. 2d-5
Redi recti on of Support 602. 1
Refl ecting | ncone See Changes - Incone; and
Prospecti ve Budgeting
305.1, p. 3-10
Rei mbur senment s 305.2, p. 12
Rel ati onshi p Procedures |, p. 2-3

Rel ease of Information to I nmmgration

And Naturalization Service (INS) 103.4
Rel ease of Information - Benefits - Aliens 103.3
Renewal s 401.3, p. 4-6
Rent/Utilities Paid by Spouse 305.4, p. 36a
Pai d by Soneone Ot her than Spouse See Shelter Contri buted
305.4, p. 36a & 45
Rent al Property 305.2, p. 13; 305.3, p. 14
Reports 402.1, p. 1
Resi dence 201.6, p. 5;
Procedures |, p. 5a
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SUBJECT
Responsi bl e Rel atives

Sancti ons
DCSE
Virginia Initiative for Enpl oynment
Not Welfare (VIEW

Schol arshi ps, Grants and Loans

School
At t endance

Enr ol | nent

Section 8 and Section 23 Housing and
Ur ban Devel opnent (HUD) Paymnents

Sel f - Empl oymnent

Servi ces Provided
Child Care
Child Health Screening
Enpl oynent
Fam |y Pl anni ng
Foster Care
O her Services
Prevention and Reduction of
Bi rt hs of Qut-of-Wdlock Children

Preventi on and Renedi al Medi cal Services

Protective Services
Vot er Regi stration

Shel ter Contri buted

Si bl i ngs Defi ned

SECTI ON/ PAGE( S)

See Support

201.10, p. 3b-4a

901.6, p. 6-7; 1000, pp 58- 65

305.4, p. 22 & 24a;
Procedures VI, p. 4-5

201.3, p. 4-4d;
Procedures |, p. 1la-1if
201.1, p. 1; 201.3, p. 3b-4

305.4, p. 23

305.3, p. 14-15;
Procedures VI1, p. la-3

403. 7
403. 3
403. 6
403. 2
403. 5
403. 1

403.8, p. 3

403.10, p. 3

403. 4

Appendix Il to Chapter 400
305.4, p. 36a & 45

302.4, p. 1
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SUBJECT

Support Redirected to DCSE

Suspensi on
Sunmmer Yout h Program

Systematic Alien Verification
for Entitlenents (SAVE)

Tenporary Absence from Hone

Tenporary Assistance for Needy Famlies -
Unenpl oyed Parent ( TANF- UP)

Term nation of Assistance
Conti nui ng Medi cai d
VWhen I ncome Change is Reported
Refusal / Failure to Sign Agreenent
O Personal Responsibility (APR)

Third Party Payments

$30 (Thirty Dol l ar Disregard)

$30 1/3 (Thirty and One Third Disregard)

Ti me Standards for Processing
Application
Changes to AU
I ncome Changes

Timely Notice
Ti ps
Transfer of Cases
Medi cai d cover age
Transitional Benefits
Child Care

Medi cai d Ext ensi on
Transportation

SECTI ON/ PAGE( S)

305.
602.

401.

305.

201

201.

201
Cha
900

401

305

901

305

305

A
©

. 36-36a, 37,
1, p. 1

3, p. 6; 901.6, p. 6-7
3, p. 15

.7, p. 1d-1g

.5, B; 701.1; 701.2; 701.3;
pter 700; app. 3 to Ch.
; 1000, p. 55

.7, p. 13

.1, p. 9a

.5, C

.4, p. 36a

.3, p.16-17 & 20-21;

Procedures VI, p.3

305

.3, p.16-17 & 20-21;

Procedures VI, p.3

401
401
305

401

-3
; 401.2, p. 2b-2d
-9a

.1, p.
.1, p.
1, 0p

O RN

.4, p. 7 & 8-9a

Procedures VI, p. la

502
901
502

401
901
901

.6, p. 5-7b;
.12, p. 10-11; 1000, p. 66
.6; p. 7b

.8, p. 13; 901.3, p. 11
.13, p. 11
.10, p. 9a; 901.11, p. 9s;

1000, p. 15,67
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SUBJECT
Treat ment of Support

Truancy

Unear ned | ncone

Unenpl oyed Par ent
Assi stance Unit

Cat egori cal Requirenents

Fi nanci al

Pur pose of the TANF- UP Program

Vendor Paynents

Verification

O Categorical Requirenents

O | ncone

Vet erans Benefits

Virginia Initiative for Enpl oynment

not Wel fare(VI EW

Agreenent of Persona

Appeal s

Responsibility

Cooperation and Participation

Exenpti on

Ful I Enpl oynment Program
I ntentional Program Violation

Notice (Time Limt)
Payment Cal cul ation

Period of In-eligibility

SECTI ON/ PAGE( S)

602. 2

201.3, p. 4-4d;
Procedures 1, p. 1la-1f
305.1, p. §;

Procedures VI, p. 4-11
Chapter 700

701.3, p. 2

701.2, p. 1

701.4

701.1

502.7, p. 7c-10

Procedures I, p. 1
305.1, p. 8-9

305.4, p. 23-24b;
Procedures VII, p. 5

901.1-901. 14, p. 1-11; Chapter
1000
901.2, p. 3; 901.5, p. 5-6;

1000, p. 13
901.6, p. 7-7a; 1000, p. 76-77
901.5, p. 5-6

901.2, p. 1-3; 1000, p. 8-9
901. 14

102.1, p. 1-1a

102.3, p. 2

102.4, p. 3-3a

102.11, p. 4

102.14, p. 7

503.1-503.7, p. 2

901.4, p. 5

1000, p. 12

901.10, p. 9a
901.7, p. 7a-8;
Appendi x 1 and 2
901.11, p. 9a-10
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Responsibilities - Eligibility Wrker
Responsi bilities - VIEWWrker
Sancti ons
Time Limts
Transfers
Transitional Benefits
Vehicle Value Limt
Vol unt eer s

Vol unteers in Service to Anerica(Vl STA)

Vocati onal Rehabilitation Referrals

Vot er Regi stration

Wage Assignnents

W t hdrawal of Application

Wor k St oppage

Wor kSt udy

901.
901.
901.
901.
901.
901.
901.
901.

305.

901.

5

-7; 1000, p. 58-65
a- 9a

p. 10-10a; 1000, p. 66
p. 11; 1000, p. 66-67
p. 8-8a

p. 3

p. 3
p. 5
p. 6
p. 8

whr

NOFRPREFPOOP~W

4, p. 23

2, p. 2

Appendi x Il to 400, p. 1-3

305.

401.

See

201.

305.

4, p. 38
1, p. 4

Strikers
1D, Procedures IV, p. 6

4, p. 22;

Procedures VI, p. 4a
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